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Word of

The new SIS grade book is a web application that has been designed to minimize the need to go back
to the database for information. For data entry, it does increase the possibility of data loss. If you
change from one screen to another without saving you will lose all of the work you have entered on
that screen since you last saved. Make sure that you save your work before switching to a different
class, a different screen, or changing the Show Inactive/Hide Inactive status!

When the web page refreshes and you have not saved the data you just entered, the data will be lost.

Updated: August 2009
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The Web S5200/+ Grade Book =

Introduction

The grade book focus has been to allow teachers easy set up and navigation in the grade book. The
grade book was created with teacher usage in mind for simple, fast, and accurate data entry.

Subject Templates are used to simplify initial setup from term-to-term and from year-to-year.
Citizenship is based on positive and negative incidents called Citizenship Items. Entering and editing
scores is fast and convenient with the spreadsheet-like screen.

When navigating in a web browser, the user must always save the data entered by clicking on the

save button or the data entered will be lost. Even the screen refreshing without saving data entered
will be lost. Remember to always save data before navigating away from the screen.

Security —

To keep the data secure, login sessions will time out when left idle for several minutes. If the session
times out and data entered has not been saved, the data will be lost.

Logging In —

The SIS2000+ Grade Book is accessed using a web browser. Ask your local SIS specialist for the
URL for your school.
1. Login using your regular SIS login ID number preceded by the letter ‘F’ and your
confidential SIS password ( F 383 ). The letter ‘F’ signifies faculty user.

CIc»

A .'A_{

Username: /f383

Password: *000s00sf




ﬁ Attendance

You can use the Attendance screen without any grade book set up.

Applications — Attendance

Applications — Attendance Entry

The attendance entry screen shows two calendar weeks with the current day (the date you select) in
the middle of the screen. The spreadsheet-like screen allows you to easily move from cell-to-cell to
enter or edit attendance codes. The top cell of the date you select will initially be selected for editing.
The software will not allow you to type an invalid code. Attendance codes are set up by the office.
Navigation arrows allow you to move forward or backward in two-week increments until you enter
or change a student’s attendance code. You will need to save the data entered or data changed before
leaving the screen.

1. Select Applications on the menu bar or select the Attendance icon
2. Select Attendance

- . plcators | epors | Hel 28:49 | Change User [ Loy

‘gp 5[5 2 000 * /'/Olne L Reports

/’(l/f/l‘////( //f(l(//'('ﬂ Al
= tendance
& \&{7»“3 chaance (/Itl/l(](‘ Password [ 41 Core Curriculum
]
I |
‘f" 6 / /
a0e00
\,) ) 00k (I, s/l/(/('//f .SII////U(//'V
!

-




Attendance — Entry Screen

To use the attendance entry screen:

endance Shasta Lib riday, uly
Applications | Reports | Help 29:48| Show Inactive | User Profile ange User | Logout
Track: Sani-Tooele High - Term: Term 4 -
Class: * W/5 Elem. Algebra -
+ Legend

( Attendance 5 u_
‘ <<

4/1/2008 [ >

TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE

04/01  04/02 04/03  04/04 04/05 04/06 04/07 04/08 04/09  04/10 04/11 04/12 04/13  04/14 04/15
mmAr‘thurs, Aldex D o T A X o
mB]Ballard, Treesa u . T ]
m\mﬂastrom, Nycholas . . X E
mB]Bingham, Cheyeisha . . . . P
mmﬂutei\hu, Teena . be u . T
mmf:raner, Bodie . A

mmDevilbiss, Kamren
m\mmer, Trustin
mmEndrek, Wheeler . X X x T
m\mEscutu, Mykayla
mmFlippen, Taylan . . E . E
mmFriday, Jerchrisha . A . D D
mmGunzalws, Jake . . . . . i

e

To take Attendance:

. Select Applications on the menu bar or select the Attendance icon

. Select Attendance

. Select the Term

. Select the Class

. Change the date, if desired

. Open the Legend — the Legend will show available attendance codes:

OOk, wWwN -

Attendance not taken for this date. Office attendance code. (If the office has entered the attendance, it
will show up in blue.)
Available Codes:
X - Absent (X)
.- Present (.)
U - Unexcused (U)
T - Tardy (T)
L - Tardy 15 min +
. Enter or change attendance codes, as needed
8. Click Save to store your work

*Reset will remove all entered attendance it you have not already saved it.

~
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Applications — Grade Book Setup HD

Setting up the Grade Book

— TR

SE> SIS 2000+ Home L

Reports

Academic Progress # Atl
tendance =
Change Password i

: [.1. Core Curriculum
8 : 1
"
Grade EI
6 adebook / Student Summary

Academic — Define Subject Template

The Subject Template is used to define specific grading parameters. Once the template has been
saved it may be copied to multiple classes and it will remain available from term-to-term and from
year-to-year.

OO/ oo e TR T TS T RGeS T,
6 Gradebook [ Reports
] élass
& o
Academic

Score Entry
& 8‘7 Ry [ Def
3 efine Tasks
"W >~
{‘ Change Sub,
= ject (§
j » Assignment .‘a Define Subject

Template

Copy Tasks




Define Subject
| (& Template
&5

Academic — Define Subject Template:

1. Select Academic on the menu bar or the Define Subject Template icon
2. Select Define Subject Template

Prior to defining the Subject Template Definition you must answer a few basic questions:

1. What will I call the Subject Template Definition? (It can be a generic name such as
Academic).
2. Do | want a sort order for the Subject Template Definition? (This is if you have more than
one Subject Template Definition)
. Will I use category weighting to calculate grades? (Optional, if yes, put a check mark in the box).
4. If | plan to use category weighting, what percentage will each category have? (They should total
100.)
. How many Category Titles will I use? (You must have at least one).
6. What will my Category Titles be named? (They can be generic names such as Assignments, Tests,
Lab Work. Generic Category Titles can be copied to every class)
7. In what order do | want my Category Titles to appear? (optional)
Enter a number for each Category Title to indicate the sort order (1, 2, 3) or you can leave the
sort order blank.
8. Do | want to set up score dropping for any of my categories? (optional)
If score dropping is checked for a given category, the system dynamically excludes the lowest
score(s) that will hurt the student’s mark the most.
i. Check the Drop Lowest checkbox if you want to use this feature
ii. Enter the number of scores to drop
iii. Enter how many scores are needed before dropping a score
9. What Mark Set grading scale will 1 use? The Mark Set is usually decided by the administration.
Select a Mark Set from the drop-down list (ask your school registrar/secretary which Mark Set to
use)
If you are allowed to modify the Mark Set:
a. Uncheck the marks you don’t want to use
b. Enter your Mark Set grading scale

g K

w

ol

Academic Marks — Definition

Academic marks are calculated with or without category weighting. Blank cells are not included in
the calculation but zeros are. Blank cells indicate a student wasn’t enrolled in class to hand in the
assignments. Ignored scores are not included in the calculation. If category weighting is being used
and one or more categories are empty, a reasonably accurate mark will be calculated based upon the
categories that have scores. If there is not enough score information to calculate a mark, no mark
will be shown. Extra credit is defined simply as points above points possible (points possible can be
zero). A student may earn more than 100% overall.



10. The Comments box is for teacher view only and does not print anywhere. These comments are
about the subject template and may give teacher instruction or reminders about a particular
subject template. These comments are optional.

11. Click Save to store your template.

Applications | Class | Academic | Citizenship | Reports | Help 29:38| Change User | Logout

Subject Template: * New Subject Template Definition + _

Subject Title: Academic _
Sort Order: 0 Category Weighting: _
Categories:
Sort Drop #to # before
Delete Order Category Title Weight Lowest Drop Drop
- 1 Assignments 40 0 _
2 Tests 50 3 5
3 Quiz 10 m
E
E
Mark Set:
Mark Set: Letter Marks with +/- - _
Use:
Grade: A A B+ B B C+ C C D+ D D- P F |

Min. Percent:  94.00 50.00 87.00 84.00 £0.00 77.00 74.00 70.00 67.00 £4.00 £0.00 50.00 0.00 0.00

Comments:
Generic Subject Template for all class setup. _ -

Save Reset

To define the Subject Template Definition:

1. Select Academic on the menu bar or the Define Subject Template icon

2. Select Define Subject Template

3. Type the name of your Subject Title

4. Select the sort order for the Subject Template Definitions if you will have more than one

defined (optional)

5. Select Category Weighting (optional)

6. Name the Category Titles

7. Select the sort order of the Category Titles (optional)

8. If you selected Category Weighting, you will need to setup the weight of each Category Title

9. Select Drop Lowest -- for dropping student lowest scores (optional)

10. Select # to Drop --- for dropping student lowest scores (optional)

11. Select # before Drop -- for dropping student lowest scores (optional)

12. Select the grading Mark Set

13. Type in Comments (Optional) Subject Template comments are only viewed by the teacher and
not printed

14. Click Save

10



To create a new — * Subject Template Definition:

1. Select *New Subject Template Definition from the Subject Template drop-down menu and

name the new Subject Template.

2. Repeat the steps listed above in Academic = Define Subject Template — Page 10

To edit a Subject Template Definition:

1. Select Academic on the menu bar
2. Select Define Subject Template

3. Select the template you wish to edit from the Subject Template drop-down list

4. Modify information as desired by:

a. adding or deleting text

b. checking or un-checking checkboxes in the Mark Set
5. Click Save to store your modified Subject Template

Define Subject Template screen

Define Subject Template

Hsin-Fu Soper Wednesday, 22 July 2009

Applications | Class | Academic | Citizenship | Reports | Help

29:54| Change User | Logout

Subject Template: Academic - [ Delete Subject Template

]

Subject Title: Academic _

Sort Order: 0 Category Weighting:
Categonies:

Sort Drop # to # before
Delete Order Category Title Weight Lowest Drop Drop

= 1 Assignments 40
/= 2 Quiz 10 ]
= 3 Tests 50 ]
Ll
Ll
|
=
L
Mark Set:
Mark Set: Letter Marks with +/- -
Use: O O v = O = B [ O . B N B B
Grade: A A- B+ B B- C+ C C- D+ D D- P F

Min. Percent:  94.00 90.00 §7.00 84.00 80.00 77.00 74.00 70.00 67.00 64.00 60.00 50.00 0.00| 0.00

Comments:
Generic Template for English -

Save Resat

! : <=

11



To delete a Subject Template Definition:

Make sure the Subject Template is not being used by any setup classes. If it is, you will need to:
First - individually delete the Citizenship Items and Citizenship marks and delete the student academic
scores from active and * inactive students. If there are any Posted '+ Citizenship Marks, or Posted
academic marks, they will need to be deleted.

To delete Posted Citizenship Items and Posted Citizenship Marks:

If Citizenship Items and Citizenship marks have been posted i+, you will need to have the office or
administration unlock the posted citizenship marks so that you can delete them. If a padlock '+
shows next to the marks, this signifies the marks have been Posted. After editing the posted citizenship
marks post the marks again and save.

1. Select Academic on the menu bar

2. Select the Score Entry (the Score Entry screen is the only place you can edit and view Posted
marks)

. Select the Term attached to the Subject Template you want to delete

. Select the Class attached to the Subject Template you want to delete

. Select the Grades tab

. Have the office or administration unlock your posted marks if they have been posted

o 01~ W

Srad H= ¥ edne=da ¥ o
Applications | Class | Academic | citizens hio | Reports | Helo 29:38 | Show Inactive | Chanae User | Loaoc

- Term: Term 1 - | Legen ]

Class=: 1 10- - Subject: Honors English 10-A -
[Guiz=e= | [Farticination | [Faperererojects | [rom [eraa==]
Acadmmic - Citizenship Commeants Co

Sarcans  cale.  Bublizhl > oiien PRS- f N = = rote i
3 = i . A A s " 2 o o) =
3 = . A A s " o o -5
=1 =) _~ ~ = " o o = i
=3 = A r’ = - o o ] -
3 = A A s " 11 o -5
El =) _~ —~— = " o o )
E @ A A s " o o -
3 = s B s " o o -5
=3 =) . o~ = " s = )
E @ A A s " s 1 -
3 = A A s " o o -5
=3 = ~ o~ = - o o =
3 = A A s = 22 o = i

(==

After the office has unlocked the Posted Citizenship marks, select Show Inactive on the menu bar to
show * inactive students. The Posted Citizenship marks screen will now be editable.

e e o T e e T o M e ]
Track:  Sani-Grand High - Term:  Term 2 === a
Cla==: = ENG 11 - A - Subject:  English 11 - A z
e | | [ Srade=
Academic  cCitizenship Comments :?‘ZT
Percent  cale.  Publi ﬂc. ppppppp Absent Tardy 1 = = Note an
E) B slancke. chanta 43.07 F F(Cale) - s - 12 o e~ - - = =
El ®] camo s7.a2 B+ B+ (Calc - ] - a o FC - - - =
‘: ) - e e x o - - - =
=) (2 < 26.38 - F (cale) - ™ - = o Dc -~ Bw - - = b
=3 (=) av.a1 - F(cale) - N - = o Bw - - - =
-1 = ss.e0 Ficale) - TS s o - - - =
= = e ss.01 D+ D+ (Calc - s - = o Bw -~ - - =
= =) &3.72 =3 5 (Cale) - = - s = bc -~ Bw - - =
= = 75.a7 = = (Caley - s - = o e~ - - =
= = s1.35 B B (Cale) - s - = = Bw -~ - - =
El 2 so.33 - F(calc) - = - = 1 Bw - - - =1
= = se.s6 IS F(Caley - (Calcy - o o - - - =
E) € m o3.27 A A (Cale) - - o o e~ - - = i
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To delete Citizenship Items and Citizenship Marks:

~NoO ok, WN -

0]

. Select Citizenship on the menu bar

. Select the Citizenship Log

. Select the Term attached to the Subject Template you want to delete

. Select the Class attached to the Subject Template you want to delete

. Select Show Inactive on the menu bar to include *inactive students

. Select the Student(s)

. Check the checkbox next to all items you want to delete that are attached to the Subject Template
you want to delete

. Click Save to delete the citizenship items
. Repeat this for all students assigned the Citizenship Items you want to delete.

Hsin-Fu Soper
5| Show Inactive | Change User | Logou

Applications | Class | Academic | Citizenship | Reports | Help

Track: Sani-Grand High - Term: Term 1 - Sort: Date -
Class: 1 HON ENG 10-A - Score: 70 / S
Student: Buhr, Mavrick L - Lﬁ La]
Delete Date Citizenship Item ';T;'_t? Comment
- [[]  11/16/2008%H  Caught Being Good - 5
(&} 11!16!2008% Caught Cheating - -3 On Oct 10 - Maverick was caught cheating on a test.
= 11/16/2008 5  Excessive Absences - -1
= 11/16/2008 5  Excessive Absences - -1
11/16/2008 FH =
11/16/2008 5 -
11/16/2008 F -
11/16/2008 FH =
11/16/2008 5 -

To delete scores for all Tasks (assignments):

f students have posted '+ academic marks, you will need to have the office or administration

unlock the Posted academic marks so that you can delete them. If a padlock shows next to the
academic marks, this signifies the academic marks have been Posted.

applications | Class | ic | citi ip | Reports | Help 25:38 | Show Inactive | Change User | Logou
Track: Sani-Grand High - Term: Term 1 - Legend
Class: 1 HON ENG 10-A - Subject: Honors English 10-A -
[ Quizzes | [ Participation | [ Papers/Projects | [Hom Grades
Acadamic Citizanzhip S oo
Bercent Cale. Bublish alc. Bublish Absent  Tardy 1 = = Note Al
B3 2] Behm. Cavlin 100.05 A A s H z o =
|E] 8] perensen. Cavieena 98.27 o A = H o o =
2] 18] sunr. Mawrick 97.07 A A s H o o =
E) (8] calabro. Brinanna S5.10 A A s H o o =2
|23 8] candiand. Tabor 91.26 A A s H 11 o =
|E1 18] cho. Bernadette 92.06 A A s H o o =
B3 8] chubb. cvoress 96.81 A A s H o o =
B3] 2] conolly. Arlae 84.77 B B s H o o =
B 8] pasch, xavier 98.38 A A s H 5 2 =
B 2] edmundson. mackell 92.53 A A s H 8 1 =
[E) 8] Fossat. cvpress 97.10 A A s H o o =
E] 18] Galer. Gramoz s0.0% A A- s H o o =
B3 2] suevarra, coltin °1.42 A A s H 22 o =

13



After the office has unlocked the Posted academic marks, select Show Inactive on the menu bar to
show * inactive students. The Posted academic marks screen will now be editable.

Applications | Class | Academic | Citizenship | Reports | Help mHlde Inactive | Change User | Logout

Track: Sani-Grand High - Term: Term 2 -

Class: 3 ENG 11 - A - Subject: English 11 - A -
e e i e D oo |
Academic Citizenship Commen ts
Percent cale. Fublish cale. Publish Absent Tardy 1 = = MNote

E) 8 siancke, chanta 43.07 F F (Calc) - s - 12 o PC - - -

E] 2] camp.dalton.rock s7.82 B+ B+ (Cale - _H - a o PC - - -
*1 2] = carc. Dallis (calc) - (Cale) - 1 o - - -

E) 8] corona Junior 46.38 = F (Cale) - [ - 2 o DC ~ Bw - -

El 8) cortes. curtis 4741 F F (Calc) [ - 2 o BW - -
w 8] ~ criddle. Dante 55.90 F F (Cale) - (cals) - 5 o - - -

E] ] pewvasher. Heatheran 68.51 D+ D+ (Calc - s - 3 o W -~ - -

E) 8 pivas, Readawn 63.72 [} D (Calc) - s - ] 3 DC ~ BW - -

[E) ) Fairbourn, Sabastian 75.a7 = < (cale) - s - 2 o e - - -

E) ) cendorf. Lvnnee 81.35 B- B- (Calc) — s - 3 2 BW - -

E) 8] kiepzig. Arlene (Lena 50.33 F F (cale) - = - = 1 BwW -~ - -

E] [£] Leascki. dillvan ss.56 F F (Cale) - (Cale) - o o - - -

3 8] mcFaddin, Toney °3.27 A A(Cale) - H - o o = -~ -

To delete scores for all Tasks (assignments):

. Select Academic on the menu bar

. Select Score Entry

. Select the Term attached to the Subject Template you want to delete

. Select the Class attached to the Subject Template you want to delete

. Select the All tab

. Select — Show Inactive on the menu bar located at the top — right. Selecting this will add all
students to your class list that were enrolled during the school year but have exited your class. Inactive
students will have an asterisk next to the *student name. Now *inactive student’s scores can also to be
deleted.

OOk, WN B

Applications | Class | Academic | Citizenship | Reports | Help mHlde Inactive | Change User | Logout

R

Track: Sani-Grand High - Term: Term 2 - Legend
Class: 3 ENG 11 - A - Subject: English 11 - A -
Quizzes | | Participation | [ Papers/Projects | | Hameﬂl Grades
Academic Citizenship Commen = I:?:tl
Percen t  Calc. Publish Calc. Publish Absent Tardy 1 2> 3 Mote Al
E] €] Blancke. Chanta 43.07 F F (Calc) s - 12 o PC - - = -
El 8] camp.dalton.rock 87.82 B+ B+ (Calc ~ H - a o PC - - - =1
B 8] ~ caro, Dalis (cale) - (Sals) - 1 a - - - =1 |
E) B8) corona, Junior as5.38 F F (Calc) ~ M - 2 o DC o~ BW - - = 3
B3 8] cortes. curtis 47.41  F F(Cale) -~ N - 2 o BwW ~ - - s
Bl 8] = criddle. Dante 55.90  F F(Calc) (Cale) - s o - - - = —
B 8] pevasher, Heatheran 58.91 D+ D+ (cale - s - = o BwW - - - =
2] 8] pivas, Readawn 63.72 o D (Cale) - s - 5 3 DC v BW w - i}
B (8] Fairbourn, Sabastian 75.47 ©  C(cale) - s - 2 o PC - - - =
B [8) cendorf. Lynnee 81.35 B B (Cale) ~ s - E 2 Bw ~ - - =
E] 8] kiepzia. Arlene (Lena 50.33 F F (Calc) - s - 2 1 BW - - =
B B Leqocki. Jillyan 56.56 F F (Calc) ~ (calc) - o o - - - =
E) 8] mcraddin Tonew 93.27 A A (Cale) - H - o o PC - - - = R
-« s

7. Delete all scores by selecting the scores one at a time and saving
8. Click Save for each and all score deletions
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Score Entry screen shows *inactive students

Class | Academic

Applications Citizenship | Reports

Track: Sani-Grand High - Term: Term 1 - Legend
Class: 2 ENG 10- A - Subject: English 10-A -

Quizzes | [ Participation | [ Papers/Projects | m All| | Grades

Online Section 4 Red Subjects/Wocabular Te Kill & Master Wocabular Silent  Teo Kill &  Writing Exctra Project Trimester
Test - Convertiblwaorksheel Week #7 Mockinabivacabular Journals SustainedMaockinabi Journals Credit - Ewvaluatior Curve
10/132 10/15 1021 10/22 10/27 10/20 11/04 11/04 11/10 11711 11711 11/12 11712 11712

so 100 1003 100 100 100 100 100 100 1003 100 o mi o Percent
[v]

Sort Tasks By: Due Date -

2] 18] Blocker, Pearl a7 100 &0 100 60 68 a9 100 100 36 a5 IE.— 86.32 -
Bl 8] ccozbv, verl o8 100 3 100 az 72 9z 50 100 a8 o o 100 150 84.66
B [8) pemine, Saice o 100 a5 100 57 75 30 75 s0 36 90 o 100 150 64.89
B 8 emmanuel, Ben CT) 80 62 100 27 68 7z 100 100 38 o o 100 150  66.89
B () Hearn. Dallion EE] 100 84 100 67 82 91 100 100 s8 100 0 100 150 99.55
= | 9z 100 56 100 73 82 68 100 100 a8 90 o 100 150 87.00
- 21 8] = hiseman, mila
B @ 1cinhower, Rebecah a1 90 52 100 33 88 66 100 50 64 80 100 100 150  82.88
[E] 8] soreqensen. kandvee 64 100 40 100 20 68 31 100 100 52 100 100 100 150 73.34
8] 8 kadis, Mekenna o o 54 100 67 78 8z 100 50 34 90 o 100 150 69.27
B3 8] melosi, kasidy 93 100 a8 100 60 88 s8 o 100 76 100 o 100 150 86.98
- ] [8) = Monge, Jozie
Bl B morris. Jeneane 63 80 68 100 53 64 80 o 100 a5 90 o o 150 72.83 _

After all scores are deleted, you must delete all Tasks (assignments) defined for the category:
To delete all Tasks:

1. Select Academic on the menu bar

2. Select Define Task

3. Select the Term attached to the Subject Template you want to delete

4. Select the Class attached to the Subject Template you want to delete

5. Check the Delete boxes next to all tasks and save. All tasks for this class must be deleted to be
able to delete the Define Class setup and then delete the Subject Template Definition.

Define Task screen

Liberty Friday, 17 July 2009

Applications | Class | Academic | Citizenship | Reports | Help G nactive v ile nae r | Logo:
Track: Sani-Tooele High - Term: Term 4 - Sort: Category ~
- Class: W/S Elem. Algebra - Subject: ALGEBRA -
Ignore
Due Points Don't By
Delete Category Date Title Possible Drop Default Comment
= Homework = a/1/z008 [ cH. 10 HW 1 (580) 10 [ [ T
Homework = af1/z008 [ cH. 10 HW 2 10 T
Homework - 4/2/2008 [ CH. 10 HW 3 (593) 10 e |
Homework - 4/4/2008 EH CH. 10 HwW a (522/600) 10 L=l
Homework - 4/8/2008 EH CH. 10 HW 5 (rev. ws) 10 e |
Homework = a/10/z008 (] Core Rev. Packet 10 T
Homework 4/16/2008 [ CH. 10B HW 1 (ws7.1/7.2) 10 e |
Homework - 4/18/2008 [HH] CH. 10B HW 2 (ws7.3) 10 e |
Homework - 4/22/2008 EH CH. 10B HW 3 (607) 10 e |
Homework - 4/24/2008 EH CH. 10B HW 4 (rev.ws) 10 e |
Homework = s/1z/z008 [ MNOTES (core.rev) 10 T
Homework - 5/14/2008 [{HH CH. 9/12 HW 1 (507) 10 =
Homework - s/16/2008 [fH] CH. 9/12 HW 2 (514) 10 =
Homework - 5/20/2008 EH CH.9/12 Hw 3 (719) 10 e |
Homework = s/zz/zo08 HE cCH. 9/12 Hw a (Fa1/748) 10 A
Homework - s/z7/z008 [ CH. 8/12 Hw 5 (755) 10 |_1]
Quiz/Pod - 4/2/2008 [FH QUIZ 1 (ch.10) 10 =
Quiz/Pod = a/16/2008 | PoD 1-5 so =
Quiz/Pod = 4/22/2008 [EH QuIzZ 2 (ch.10b) s i |
Quiz/Pod = s/is/z008 [ PoD s-10 s0 T
Quiz/Pod = s/is/z008 [{] Quiz 3 (ch.9/12) s b |
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After all defined Tasks for the categories have been deleted; you must delete the Defined Class:

To delete the Defined Class:

. Select Class on the menu bar

. Select Define Class in Gradebook

. Select the Term attached to the Subject Template you want to delete

. Select the Class attached to the Subject Template you want to delete

. Check the Delete boxes next to all Category Titles and save.

. Click on the Delete Subject

. If Citizenship was used, in the drop-down menu — select and change it back
to <<Citizenship not used>> and save

8. Copy Course should be back to <<Choose a Class to Copy>>

9. Copy Subject Template should be back to <<Choose a Subject Template>>

10.Click Save to confirm the deletion of the Class

~No ok, wN ek

Define Class screen

Define Class Hsin-Fu Soper Monday, 3 August 2009
Applications | Class | Academic | Citizenship | Reports | Help 27:55| Show Inactive | Change User | Logout

Track: Sani-Grand High v Term; Term 3 v
Class; 4ENG10-B ¥
Class Definition:
Class Comments;

Citizenship for Class: << Citizenship not used > » <G

Copy:
Copy Course: .+ Chogse a Class to Capy »» v [V Include Tasks <
Copy Subject Template: - Chooss 3 Subject Template =» v <=mm
=
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After the Defined Class is deleted:
To delete a Subject Template Definition:

1. Select Academic on the menu bar
2. Select Define Subject Template
3. Select the Subject Template you want to delete from the Subject Template drop-down list
4. Delete all Category Titles first
a. Check all checkboxes to delete all Category Titles
b. Click Save
5. Click Delete Subject Template and Save
6. Click Save to confirm the deletion of the Subject Template

Applications | Class | Academic | Citizenship | Reports | Help 29:54| Change User | Logout

Subject Template: Academic - Delete Subject Template ] —
Subject Title: Academic
Sort Order: 0 Category Weighting:
Categories:
Sort Drop #to # before
Delete Order Category Title Weight Lowest Drop Drop
I = 1 Assignments 40 1 5
= 2 Quiz 10 E
= 3 Tests 50 E
O
=
8
=
B8
Mark Set:
Mark Set: Letter Marks with +/- -
Use: M ¥ ¥ M ¥ ¥ MM EE MO
Grade: A A B+ B B- C+ C C- D+ D D- P F
Min. Percent:  94.00 90.00 87.00 84.00 80.00 77.00 74.00 70.00 67.00 64.00 60.00 50.00 0.00
Comments:
Generic Template for English -
Saue Racat

Error Message: <=

If the categories or subject template won’t delete and gives an error message, it is because there are still
scores left in the tasks or there are citizenship items or citizenship marks. Go back to — Score Entry —
Grades tab and make sure all active and *inactive student scores, citizenship items and citizenship
marks have been deleted. Make sure you have no posted marks for the class. If a padlock '+ shows next
to the marks, this signifies the marks have been Posted. If you have posted marks, you will need to have
the office or administration unlock your posted marks. After the marks have been unlocked from posting,
you should be able to delete the mark(s). Always post again if the marks were posted. You should be
able to delete the Subject Template.

17



Academic— Change Subject Assignment ljz/ Assignment
If you are a secondary teacher, ignore this screen - Change Subject Assignment

Change Subject Assignment is designed for elementary school teachers with only one Course (Class)
defined in the grade book setup.

., Define Citizenship

=)
Citizenship — Define Citizenship =

If you do not plan to use Citizenship in your grade book, you can ignore this section
Citizenship — Define Citizenship and skip to page 33 == Class — Define Class in Gradebook

To Define Citizenship Definition Template:

Most teachers will only define Citizenship once and use it for all of their classes from term-to-term
and from year-to-year.

Define Citzenship Hain-Fu Soper Friday, 7 August 2009

Citizenship Definition:@ * New Citizenship Definition d Delete Citizenship Defintion |
Title:
Sort Order; 0
Citizenship Mark Set:
Use:
Gade: 4 S N U
Points:
Starting Points:

18



Prior to defining the Define Citizenship you must answer a few simple questions:

1. What will I call the Citizenship Definition Template? (Most teachers name it Citizenship).
2. What Citizenship Mark Set will 1 use? (H (Honors) - 90, S (Satisfactory) - 70,
N (Needs Improvement) - 50, U (Unsatisfactory) - 0)
3. What starting value will each student begin with for citizenship? (Depending on what starting
citizenship mark you want showing in the grade book for students. Some teachers want students
to start with an ‘S’ so, they would put 70 starting points — in this example 70 points equal ‘S’).

To Define Citizenship Definition:

1. Select Citizenship on the menu bar

2. Select Define Citizenship

3. Select *New Citizenship Definition in the drop-down menu
4. Type in the Title of your Citizenship Definition (Citizenship)
5. Enter the Citizenship Mark Set

6. Enter the Starting Points that each student will start with

7. Click Save to store the new Citizenship Definition

Applications | Class | Academic | Citizenship | Reports | Help 24:38| Change User | Logout

Citizenship Definition:% * New Citizenship Definition <=
Title: Citizenship
Sort Order: 0
Citizenship Mark Set:
Use:
Grade: H 3 N U
Points: 90 70 50 0
Starting Points: 70
Save || Reset

To edit a Defined Citizenship Definition:

1. Select Citizenship on the menu bar
2. Select Define Citizenship
3. Select the definition you want to edit from the Citizenship Definition drop-down list
4. Modify information as desired by
a. adding or deleting text
b. checking or unchecking checkboxes
5. Click Save to store the modified Citizenship Definition
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To delete a Defined Citizenship Definition:

Make sure the Define Citizenship Definition is not being used by any setup classes. If it is, you will
need to individually delete the Citizenship by Items and Citizenship Marks assigned all active and
* inactive student(s) using the Defined Citizenship Definition before you can delete it.

If Citizenship Items and Citizenship marks have been posted I‘r’, you will need to have the office or
administration unlock the posted citizenship marks so that you can delete them. If a padlock shows
next to the marks, this signifies the Citizenship marks have been Posted. After editing the posted
citizenship marks post the citizenship marks again and save.

To delete Posted Citizenship Marks:

1. Select Academic on the menu bar

2. Select the Score Entry (the Score Entry screen is the only place you can edit and view Posted
marks)
3. Select the Term attached to the Defined Citizenship Definition you want to delete
4. Select the Class attached to the Defined Citizenship Definition you want to delete
5. Select the Grades tab
6. Have the office or administration unlock your posted marks if they have been posted
| 2= ||wa=-=w-sm=m||-«c-n:;mmc ttttttttttttttttt S ]
e ]y B S " =
= i 2 o 2 Z = |
83 > = - =
ok A B
E=E -~ = S.:vc _— 122 o — N
After the office has unlocked the Posted Citizenship marks, select Show Inactive on the menu bar
to show * inactive students. The Posted Citizenship marks screen will now be editable.
A e S —— e o R o T A
[@uizzes | [Farticipation | [Fapers/rrorece | [Home RIS <rades _
B ) pumncsee. o or F(c;.il'j"v_m; e - -
—: 2 T T ESl e TP e — = |
=l (= 46.38 F F (Calc) - ™ - 2 o DC -~ BW - - = 1
—i o T T e —_— - o I =
=l (= 68.91 D+ D+ (Calc - s - El o BW -~ - - =
= s3.72 = o (Cale) - = -~ s 3 oc -~ Bw - - =
=3 = 7S.a7 = < (Cale) - s - = o PC ~ -~ -~ =
=1 (=2 81.35 B- B- (Calc) - s - 3 2 BwW - - - =
= (=2 S50.33 F F (cale)  — = - = 1 BwW — - - =
=3 (=2 s6.55 F F(Cale) ~ (caled -~ o o - - - =
= (=1 93.27 A A (Cale) - - o o PC - - - = L
[ Sawve | [ Reset |
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To delete Citizenship Items and Citizenship Marks:

. Select Citizenship on the menu bar

. Select the Citizenship Log

. Select the Term attached to the Defined Citizenship Definition you want to delete

. Select the Class attached to the Defined Citizenship Definition you want to delete

. Select Show Inactive on the menu bar to include *inactive students

. Select the Student(s)

. Check the check boxes next to all items you want to delete that are attached to the Citizenship
Definition you want to delete

. Click Save to delete the Citizenship Items

9. Repeat this step for all students to delete assigned Citizenship Items

~NoO ok, WN -

0]

Citizenship Log Hsin-Fu Soper Thursday, 30 July 2009
Applications | Class | Academic | Citizenship | Reports | Help Inactive nge User | Logout
Track: Sani-Grand High - Term: Term 1 - Sort: Date -
Class: 1 HON ENG 10-A - Score: 70/ S
Student: Buhr, Mavrick L - |ﬁ LS]
Delete Date Citizenship Item FET?TT Comment
mmmm)> [ 11/16/2008FH  Caught Being Good - 5
] 111’16!2003@ Caught Cheating - -3 On Oct 10 - Maverick was caught cheating on a test.
[ 11/16/2008%H  Excessive Absences - -1
]  11/16/2008[H  Excessive Absences - -1
11/16/2003 -
11/16/2008 -
11/16/2008 -
11/16/2008 -
11/16/2008 | -

After making changes to the Posted Citizenship Marks, you will need to post them again.

— Hein-Fu Soper Wednesday, 29 July 200
applications | Class | Academic | cCitizenship | Reports | Help 25:38 | Show Inactive | Change User | LogoL
Track: Sani-Grand High - Term: Term 1 - —
Class: 1 HON ENG 10-A - Subject: Honors English 10-A -~
[Quizzes | [Participation | [ Papers/Projects | I@mes

Academic Citizenship Cemmen £ :.:s;l
Parcant cale Bublish e Bublizh Absant  Tardy : 2 = Mote Al
E) B pehm. caviin 100.05 S A s H = o =
B3 2] serensen Cavieena o8.27 A A s H = = =
Bl 8] Buhr. Mavric = s7.07 A A = H = = =
[E1 8] calabro, Brihanna s5.10 A A = o T T e
B ) candiand. Tabor 21.26  A- A s H 11 o =
[E] €] cho. Bernadette s2.06 A- A = o 5 5 =
£ 18] chubb. cvoress °5.81 A A s H o T =
El 8] conoliv. Arlae sa.77 B B = H = = =
B 8] pasch. xavier s6.38 A A = o = = P
3 2] Edmundson. Mackell °2.53 A A = H = 1 =
[E) [8) Fossat, cvpress s7.10 A A s H o = =
E] 2] saler. Gramoz co.08  aA- A s " o = =
Bl 8] Guevarra. coltin 9145  A- A- s H 22 o =
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After all Citizenship Items and Citizenship Marks have been deleted for all active and *inactive

students:

To delete the Defined Citizenship Items:

1. Select Citizenship on the menu bar
2. Select Define Citizenship Items

3. Select the Delete boxes attached to the Define Citizenship Items you want to delete

4. Click Save to delete the Define Citizenship Items

Define Citizenship Item screen

Define Citizenship Items

=t 2009

Doesn't follow directions

Fights with students

o
0 Plays well with others
o

Stays on Task

Easily Distracted

After all Defined Citizenship Items have been deleted:

Define Citizenship screen

Define Citizenship

Delite Cattoor Friday, 7 August 2009

Applications lass | Academic izenship | Reports | Help ange User | Logout
Citizenship Definition: =] Citizenship - Delete Citizenship Definition ] _
Title: Citizenship
Sort Order: 0

Citizenship Mark Set:

Use:

Grade: H s N u

Points: 30 20 10 a
Starting Points: 20

To delete the Defined Citizenship Definition:

1. Select Citizenship on the menu bar

2. Select the Define Citizenship

3. Select the Citizenship Definition in the drop-down menu you want to delete
4. Select Delete Citizenship Definition

5. Click Save to complete the deletion

22



Define Citizenship Items

il

Citizenship — Define Citizenship Items ¢

The Defined Citizenship Items describe general categories of negative and positive citizenship
behavior items. For example: Caught Being Good, Helpful in Class, Caught Cheating, Habitually
Unprepared, Excessive Absences, Disruptive In Class, etc.

The Citizenship Items can be added to a student’s citizenship log to detail the reasons for his/her
earned citizenship mark. You may assign a positive or negative point value to each Defined
Citizenship Item to simplify calculating citizenship marks to a student’s log. Assigning Citizenship
Items with negative or positive points to individual students will recalculate the Citizenship mark.
Citizenship Comments do not print, they are for teacher view only.

Prior to defining the Define Citizenship Items you should:

1. Make a list of the positive and negative citizenship items you want to track
2. Assign a point value to each citizenship item
3. Determine what order you want them listed (optional)

To Define Citizenship Items:

1. Select Citizenship on the menu bar
2. Select Define Citizenship Items
3. For each Citizenship Item you wish to define use the next available line to:
a. Enter the sort order number (optional)
b. Enter the Title of the Citizenship Item
c. Enter the default value (either positive 5, 1 or negative -5, -1 or leave blank)
4. Click Save to store your Citizenship Items
5. Note: Five new blank lines will be added at the bottom after you click Save

Applications | Class | Academic | Citizenship | Reparts | Help 29:23| Change User | Logout
Sort Points
Delete Order Title (+/-)
O 0 Caught Being Good <= 5 <$=mm
O 0 Caught Cheating 3 <
O 0 Excessive Absences -1
Doesn't Stay on Task < <=

23



To edit the Define Citizenship Items:

1. Select Citizenship on the menu bar
2. Select Define Citizenship Items

3. Make any necessary changes

4. Click Save to store the changes

To delete Defined Citizenship Items:

All Citizenship Items and Citizenship marks assigned to active and *inactive students must be
deleted before you can delete the Defined Citizenship Items.

If Citizenship Items and Citizenship marks have been posted ”’;';, you will need to have the office or
administration unlock the posted Citizenship marks so that you can delete them from the
Citizenship Log.

1. Select Academic on the menu bar

2. Select the Score Entry (the Score Entry screen is the only place you can edit and view Posted
marks)

3. Select the Term attached to the Defined Citizenship Items you want to delete

4. Select the Class attached to the Defined Citizenship Items you want to delete

5. Select the Grades tab

6. Have the office or administration unlock your posted marks if they have been posted
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After the office has unlocked the Posted Citizenship marks, select Show Inactive on the menu bar
to show * inactive students. The Posted Citizenship marks screen will now be editable.

T T e A S e e | _mECrrSerevmerrrevrer
Track: Sani-Grand High - Term: Term 2 - Legend
Class: = ENG 11 - A - Subject: English 11 - A -
[@uizzes | [ Participation | [ Papers/Projects | [Hom [Grades |
Academic citizenshis  Comments :I‘:‘ZT
Parcent ale.  Publish  Gale.  Bublish  Absent Tardy 1 = = rote Al
] 2] slancke. chanta 43.07 F F(Cale)  ~ s -~ 12 o Pe - - - = _
B e . avsz o orccoc D - 4 = e - - - =
-ﬁ i (Cale) - (Calc) - 1 o - - - =
E = 4s.38 F F (Cale)  — ™ - 2 o o ~ Bw - - = 3
= av.ar F Fcale) - ™ - = o v - - - =
-g‘] 55.90 F F (Calc) — (Calc) - s o - -~ - =
5] 68.91 D+ D+ (Calc -~ s - 3 o BW - - - =
= 63.72 b 5 (Cale) - = - s s e -~ Bw - - =
=3 75.47 (=3 < (Cale) - s - -1 o P~ -~ - ]
5] 81.35 B- B- (Calc) - s - 3 2z BW - -~ - =
=] so.33 F F (Cale) - s - = 1 Bw - - - =
=3 s56.56 F F (cale) (cale) - o o - -~ - =l
=] 93.27 A A (Calc) - H - o o =0 - - = N

==
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To delete Citizenship Items assigned to students:

cO~NO O WN P

Citizenship Log screen

Citizenship Log

. Select Citizenship on the menu bar

. Select the Citizenship Log

. Select the Term attached to the Define Citizenship Item you want to delete
. Select the Class attached to the Define Citizenship Item you want to delete
. Select Show Inactive on the menu bar to include *inactive students

. Select the Student(s)
. Select the Delete boxes to delete items attached to the Citizenship Define Items
. Click Save to store the changes

Track: Sani-Grand High - Term: Term 1 - Sort: Date

Class: 1 HON ENG 10-A - Score: 70 / S

Delete Date

Student: Buhr, Mawrick L - |ﬂ IS]

Citizenship Item ':T;'f? Comment

)

11/16/2008 E

Caught Being Good

w

11/16/2008 Hh

Caught Cheating ©On Oct 10 - Maverick was caught cheating on a test.

ooog

11/16/2008 E

Excessive Absences

11/16/2008 HH

Excessive Absences

11/16/2008 H

11/16/2008 HH

11/16/2008 E

11/16/2008 [HH

EIE NI BRI R R I |

11/16/2008 Hi

After all Citizenship Items have been deleted from all students:

To delete Define Citizenship Items:

1. Select Citizenship on the menu bar
2. Select Define Citizenship Items

3. Select the Delete box(es) next to the Defined Citizenship Item Titles you want to delete
4. Click Save to delete the marked items

Applications Eass Acaaemlc EIEIZeI’lSHIp Reports | Help

r ile nge r | Logos
Sort Points
Delete Order Title (+/-)
1 Caught Cheating 4
- 2 Caught Being Good 1
3 Habitually Unprepared For Class C1
4 Ewcessive Absences 1
S Disruptive In Class 1
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Citizenship Log

Citizenship — Citizenship Log

Each student has a Citizenship Log for recording positive and negative Citizenship Items. You will
use the Defined Citizenship Items to populate the Citizenship Log. With each addition to the
Citizenship Log, the student’s citizenship mark will be recalculated and displayed. The Citizenship
Log provides a convenient and legal way to document and report specific Citizenship Items to
students, parents, and administrators for reasons a student received a citizenship mark.

Citizenship Comments do not print, they are for teacher view only.

To add Citizenship Items to a student’s Citizenship Log:

1. Select Citizenship on the menu bar

2. Select Citizenship Log

3. Select the Term

4. Select the Class

5. Select the Student(s)

6. Select the sort order by Date or by Citizenship Item (optional)

Applications | Class | Academic | Citizenship | Reports | Help 29:41| Show Inactive | Change User | Logout

Track: Sani-Grand High - Term: Term 1 - Sort: Date v

Class: 1 HON ENG 10-A v Score: 67 / N
Student: Buhr, Mavrick L v ﬁﬂ

. . Points
Delete Date Citizenship Item (+/) Comment
? ll/lﬁmﬂﬁﬁ Caught Cheating v -3 On Oct 10 - Maverick was caught cheating on a test,

11/16/2008 i v

11/16/2008 ] .

11/16/2008 ] v

11/16/2008 4] v

11/16/2008 ] .

Save || Reset

7. On the next available line:

a. Enter the date using the calendar tool or by typing the date by using mm/dd/yyyy format
b. Select the Citizenship Item from the drop-down list
c. Modify the points, if desired
d. Add additional comments, if desired — Citizenship comments do not print anywhere. They are
for teacher reference only.
8. Add more items, if there are any
9. Click Save to add the new Citizenship Items to the student log
10.Note: Five new blank lines will be added at the bottom after you save
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To edit a Citizenship Log:

. Select Citizenship on the menu bar
. Select Citizenship Log
. Select the Term
. Select the Class
. Select the Student
. You may:
a. Change the Date for any item by using the calendar tool or by typing the date by using
mm/dd/yyyy format
b. Select a different item from the Citizenship Item drop-down list
c. Modify the points on any line
d. Edit or delete any comments — these comments do not print anywhere. They are for teacher
reference only.
. Add more items, if there are any
8. Click Save to store the changes

OO, WN B

~

Citizenship Log screen

itizenship Log

a '
Applications | Class | Academic | Citizenship | Reports | Help 29:55| Show Inactive | Change User | Logout

Track: Sani-Grand High - Term: Term 1 - Sort: Date -
Class: 1 HON ENG 10-A - Score: 70 [ S
Student: Buhr, Mavrick L - ﬁ g

Paoints
(+/-)

Delete Date Citizenship Item

11/16/2008 5  Caught Being Good
11/16/2008 58  Caught Cheating
11,"16.:"2008@ Excessive Absences
11)‘16)’2008@ Excessive Absences
11/16/2008 ]
11/16/2008 ]
11/16/2008 EH]
11/16/2008 ]
11/16/2008 ]

Comment

On Oct 10 - Maverick was caught cheating on a test. _

i o e |

I T T A I R L (I

e

To delete Citizenship Log (items):

If Citizenship Items and Citizenship marks have been posted |rr‘n’ you will need to have the office or
administration unlock the posted Citizenship marks so that you can delete them from the
Citizenship Log. If a padlock shows next to the marks, this signifies the Citizenship marks have been
Posted. Save after deleting Citizenship Items and Citizenship marks. Always post edited citizenship
marks again if they were previously posted.
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To delete Posted Citizenship Log Items and Posted Citizenship Log Marks:

1. Select Academic on the menu bar

2. Select the Score Entry (the Score Entry screen is the only place you can edit and view Posted
marks)

3. Select the Term attached to the Citizenship Log Items you want to delete

4. Select the Class attached to the Citizenship Log Items you want to delete

5. Select the Grades tab to see if marks have been posted

6. Have the office or administration unlock your posted marks if they have been posted

Score Entry screen
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After the office has unlocked the Posted Citizenship marks, select Show Inactive on the menu bar to
show * inactive students. The Posted Citizenship marks screen will now be editable.

Applications | Class | Academic | Citizenship | Reports | Help Jmﬂ Show Inactive | Change User | Logout
Track: Sani-Grand High - Term: Term 1 - Sort: Date -
Class: 1 HON ENG 10-A - Score: 81 / S
Student: Behm, Caylin - B _
Delete Date Citizenship tem 'ET"f)S Commen t
- =1 11/16/2008 Caught Being Good - s
- = 11/16/2008FH  Caught Being Good - s _
(=] 11/16/2008(H  Caught Cheating - 2  Great student
-I:I 11/16/2008 58 Excessive Absences -~ -1
11/16/2008 58 -
11/16/2008 55 -
11/16/2008HH -
11/16/2008 58 -
11/16/2008 55 -

To delete Citizenship Log Items:

. Select Citizenship on the menu bar
. Select the Citizenship Log
. Select the Term attached to the Citizenship Log Item you want to delete
. Select the Class attached to the Citizenship Log Item you want to delete
. Select Show Inactive on the menu bar to include *inactive students
. Select the Student(s)
. Select the Delete boxes to delete Citizenship Log Items
. Click Save to store the changes
Always post again edited Citizenship marks if they were previously posted.

CO~NO O A~ WN K-
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Citizenship by Item

g

Citizenship — Citizenship by Item

Citizenship by Item is the quick way to view the number of times a particular Citizenship Item has
been used assigned to an individual student. You may use it to add another instance of a Citizenship
Item for a student, but adding several Citizenship Items is much easier on the — Citizenship Log
screen. Citizenship Comments do not print, they are for teacher view only.

Citizenship By Item screen

Applications | Class | Academic| Citizenship | Reports | Help 29:57| Show Inactive | Change User | Logout
Track: Sani-Grand High L4 Term: Term 1 L4 Citizenship: Caught Being Good —v
Class: 1 HON ENG 10-A v Score: 2

Student: Candland, Tabor Phillp - B8

Points
(+/-)
[ 11/16/2008 2 Tabor was very helpful today with the other students
11/16/2008
11/16/2008 ]
11/16/2008
11/16/2008
11/16/2008

Delete Date Comment

To add Citizenship by Item:

1. Select Citizenship on the menu bar

2. Select Citizenship by Item

3. Select the Term

4. Select the Class

5. Select Citizenship and select the Citizenship item in the drop-down list you want to add to the
student

6. Select the Student

7. You may:
a. Modify the date by using the calendar tool or by typing the date by using mm/dd/yyyy format
b. Change the points for a given item
c. Edit or delete any comments — these comments do not print anywhere. They are for teacher

reference only.

d. Check the delete checkbox on any line and delete the Citizenship Item

8. Click Save to store the changes
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To edit Citizenship by Items:

. Select Citizenship on the menu bar
. Select the Citizenship by Item
. Select the Term
. Select the Class
. Select the Citizenship Item in the drop-down list you want to edit by
student
. Select each student you want to edit who has been assigned the Citizenship by Item
. Make any changes next to any items
. Repeat this for all students assigned the Citizenship by Item you want to edit.
. You may:
a. Change the Date for any item by using the calendar tool or by typing the date by using
mm/dd/yyyy format
b. Select a different item from the Citizenship Item drop-down list
c. Modify the points on any line
d. Edit or delete any comments — Citizenship comments do not print anywhere. They are for
teacher reference only.
10. Add more items, if there are any
11. Click Save to store the changes

O~ wWwNEF

O 0o N

To delete Citizenship by Items assigned to students:

If Citizenship Items and Citizenship marks have been posted T, you will need to have the office or
administration unlock the posted Citizenship marks so that you can delete them from the
Citizenship Log. If a padlock shows next to the marks, this signifies the Citizenship marks have been
Posted. Save after deleting Citizenship Items and Citizenship marks. Always post edited citizenship
marks again if they were previously posted.

To delete Posted Citizenship Items and Posted Citizenship Marks:

1. Select Academic on the menu bar

2. Select the Score Entry (the Score Entry screen is the only place you can edit and view Posted
marks)

3. Select the Term

4. Select the Class

5. Select the Grades tab

6. Have the office or administration unlock your posted marks if they have been posted
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Score Entry screen

- v - Gradeboo - Soper  Wednesday, 28 iy 200
Applications | Class | Academic | Citizenship | Reports | Help 29:38 | Show Inactive | Change User | Logol
Track: Sani-Grand High - Term: Term L - Legend
Class: 1 HON ENG 10-A -~ Subject: Honors English 10-A -
[Guizes] [Faricination] [Fapere/rroiec] [rom DN [craaes |
SEod e SEe—rclE Comman e :::‘I
Percen t Cale Publish Cale. Publish Absent Tardy = = MNote Al
53 €] pehm. caviin 100.05 A A s H 2 o =
|#] 8] perensen. cavieena 98.27 A A s H o o =
B 8] uhr, Mavrick 87.07 A A s H o o &=
£ 8] calabro. Brihanna 95.10 A a s H o o &=
[E3 €] candiand, Tabor 91.26  A- A s H 11 o =
|#] 8] cho. Bernadette 92.06  A- A- s H o o =
B3 (8] chubb. cvpress 96.81 A A = H o o =
B 8] conollv. arlae 84.77 B B s H o o =
|23 8] pasch, xavier 96.38 A A s H 5 2 =)
E] 2] Edmundson. Mackell 92.53 A A s H 8 1 =
B (8] Fossat, cvoress 97.10 A A s H o o 51}
[E3 8] caler. gramoz 90.09  A- A s H o o =
|E31 #] cuevarra, coltin 91.45 A~ A s H 22 o e

After the office has unlocked the Posted Citizenship marks, select Show Inactive on the menu bar

to show * inactive students. The Posted Citizenship marks screen will now be editable.

Applications |

Class | Academic | Citizenship | Reports | Help

- U Sope anday, 24 AU GLE
| Hide Inactive | Change User | Logout

Track: Sani-Grand High Term: Term 2 Tanand
Class: 3 ENG 11 - A Subject: English 11 - A
[Quizzes| [ Participation | [ Papers/Projects | m [Grades |
Academic Citizenship Comments |I:Ir:‘satl
Percent Cale. Puhlish‘ Publish Absent Tardy 1 =3 = Mote Al
2 = Elancke, Chanta 43.07 F F(Calc) - =] - 12 5] PC - - - =
B 8] camp.dalton.rodk 87.82 B+ B+ (Calc - H - 4 o PC - - - =
23 18] = care. Dallis (Cale) - (Cale) - 1 o - - - B
-Eﬂ €] corona, Junior 46.38  F  F(Cale) - [ - 2 0 bc -~ BwW - - ]
] 8] cortes, curtis 47.41 F F(Calc) - N - 2 o BW - - =
[ (8] = criddle, pante 55.80 F  F(Cale) ~ (Cale) = 5 0 - - - m
-&i €] pevasher, Heatheran 68.91 D+ D+ (Calc v s - 3 o BW - - - =
[#] €] pivas, Readawn 63.72 o D (Cale) ~ s - 5 3 DC -~ BW - - =
] €] Fairbourn, Sabastian 75.47 = C(Cale) - s - 2 o PC - - =
E] €] Gendorf. Lynnee 81.35 B- B- (Calc) - =] - 3 = BW - - - =
|E1 8] kiepzia. arlene (Lena) 50.33 F F(Calc) - s - 2 1 BW - - - Gl
1 €] Leqocki. Jillvan 56.56 F  F(Calc) - (Cale) - o o - - - ]
2 = McFaddin, Toney 93.27 A A (Cale) - H - o 5] PC - - - =

To delete Citizenship by Items:

. Select the Student(s)

OCooO~NOoO Ok~ WN K

. Select Citizenship on the menu bar
. Select the Citizenship by Item

. Select the Term attached to the Citizenship by Item you want to delete
. Select the Class attached to the Citizenship by Item you want to delete
. Select the Citizenship Item in the drop-down list you want to delete by student
. Select Show Inactive on the menu bar to include *inactive students

. Select the Delete boxes to delete Citizenship by Items
. Click Save to delete the marked items
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Citizenship By Item screen

Ctizenship By Item Hain-Fu Soper Frday, 7 August 2009
Applications | Class | Academic| Ctizenship | Reports | Help 29:33| Show Inactive | Change User | Logout
Track: Sani-Grand High \ Term: Term 1 \ Citizenship: Caught Being Goad =

Class: 1 HONENG 10-A v Score: 5
Student: Bufr, Mavrick L v \ﬁﬁ]
Points
Delete  Date Comment
(+1°)
) | G605 5 Great student]|
11/5/2008
11/16/2008%
11/16/2008
11/16/20084
11/16/2008
Reset

*

Citizenship — Marks Definition — H (Honors) — S (Satisfactory) —
N (Needs Improvement) — U (Unsatisfactory)

Citizenship marks are based upon an accumulation of Citizenship Items to which are assigned
positive or negative values. Each student begins with a preset starting value set by the teacher. When
a student has a Citizenship Item added to their Citizenship Log, the assigned value is subtracted or
added to the default value to determine the student’s citizenship mark. If there is no Citizenship Item
given to the student(s), the starting default value determines the citizenship mark awarded the student
without the teacher needing to do anything beyond the initial Citizenship setup. The citizenship
marks can be overridden in — Academic — Score Entry — Grades tab screen.
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Define Class in
Gradebook

Class — Define Class in Gradebook 6?

At the beginning of the school year, you will need to set up the grade book for each class for each
term. You can setup one term or all terms. You will set up your classes by copying Subject
Templates or a previously defined class to each term.

You can also select the Citizenship for Class Definition to add Citizenship to each class (optional), if
you have setup Citizenship. You can include Class Comments. These comments are not printed or
viewed by anyone but the teacher. This is a preliminary step in using the grade book for a class.

Define Class screen

Define Class Hain-Fu Soper Wednesday, 22 July 2009

Applications | Class | Academic | Citizenship | Reports | Help 29:55| Hide Inactive | Change User | Logout

Track: Sani-Grand High v Term: Term 3 v
Class; 1ENGI0-B  <==m
(Class Definition:

Class Comments; <G

Citizenship for Class: << Clizenship not used >> v o

Copy:
Copy Course: . Chopse a Class to Capy »» v [V Include Tasks <ummmmn
Copy Subject Template: < Choose 3 Subject Template »» v <$mmm
Reset

To Define Class in grade book:

1. Select Class on the menu bar

2. Select Define Class in Gradebook

3. Select the Term

4. Select the Class to be setup in the drop-down menu list

5. Select the Citizenship for Class definition in the drop-down menu to be used for the class if you
have setup your Define Citizenship Template (optional)
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6. Copy academic grading parameters by using set up a or b - listed below:
a. Copy Course:
i. Select a previously defined Class (if there has been a class previously setup) from the drop-
down list
Copying Course can include copying the Tasks (assignments) you have already setup for
another course by checking Include Tasks
ii.Click Save to copy the information from that class course to the new class

or

b. Copy Subject Template:
i. Select a subject template from the drop-down list
ii. Click Save to copy the information from the subject template to the new class

7. Modify any of the grading parameters that have been copied to the new class, if allowed
8. Add Class Comments, as desired (Class Comments are for teacher information only)
9. Click Save to complete the Class Definition setup

Applications | Class | Academic | Citizenship | Reports | Help 29:51| Show Inactive | Change User | Logout

Track: Sani-Grand High - Term: Term 1 -
Class: 1 HOMN ENG 10-A -

Class Definition:

Class Comments: _

citizenship for Class: Citizenship _

Subject Definition:
Subject Title: Honors English 10-4 Delete Subject _
Sort Order: o Category Weighting: [V

Subject Categories:

Sort Drop # to # before
Delete Order Category Title Weight Lowest Drop Drop
1 Quizzes 25 _

2 Participation 25
3 Papers/Projects 25
4 Homework 25

To edit a Defined Class in the grade book:

1. Select Class on the menu bar
2. Select Define Class in Gradebook
3. Select the Term
4. Select the Class you want to modify in the drop-down menu list
5. You may:
a. change the Citizenship Definition
b. edit the Subject Title
c. modify or delete Category information if there are no existing scores
d. adjust the Mark Set grading scale if this allowed by your administration
6. Click Save to store your work

34




To delete a Defined Class:

Make sure the Defined Class is not being used by any students. If it is, you will need to:

First - individually delete the Citizenship Items and Citizenship marks and delete student academic scores
for active and *inactive students. If there are any Posted '+ Citizenship Marks or Posted academic marks,
they will need to be deleted.

To delete Posted Citizenship Items and Posted Citizenship Marks:

If Citizenship Items and Citizenship marks have been posted i+, you will need to have the office or
administration unlock the posted Citizenship marks so that you can delete them. If a padlock shows
next to the marks, this signifies the Citizenship marks have been Posted. After editing the posted
Citizenship marks post the Citizenship marks again and save.

1. Select Academic on the menu bar

. Select the Score Entry (the Score Entry screen is the only place you can edit and view Posted
marks)

. Select the Term attached to the Defined Class you want to delete

. Select the Class attached to the Defined Class you want to delete

. Select the Grades tab

. Have the office or administration unlock your posted marks if they have been posted

N
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Applications | Class | academic | citizenship | Reports | Help 29:38 | Show Inactive | Change User | Logou

Track: Sani-Grand High - Term: Term 1 - Legend
Class: 1 HOM ENG 10-A - Subject: Honors English 10-A -~

[Guiz=es | [Participation | [ FapererFrojects | [ Hom Grades
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After the office has unlocked the Posted Citizenship marks, select Show Inactive on the menu bar
to show * inactive students. The Posted Citizenship marks screen will now be editable.

Applications | Class | Academic | Citizenship | Reports | Helo WH:deInacﬂve | Chanas User | Logout
Track: Sani-Grand High - Term: Term 2 - Legend
Class: 3 ENG 11 - A - Subject: English 11 - A -
[Quizzes | [Farticipation | [ Papers/Proj=cts | [ain] [Grade=]
Academic Citizenship Commaents Bos=t
Parcent  cale. Publish = Publish Absent  Tardy x = = Note J=n
= = 43.07 - F(Cale) - s - 12 o e~ - - =
=31 = a7.82 B+ B+ (Calc — H - a o P - - - =
) = = el - coim - X ° - - - =
= = a5.38 F F (calc) - ™ - = o Dc -~ BwW - - =1 5
= = a7.a1 - F(Cale) - ™ - = o Bw ~ - - =
;o e caim = = = z Z Z =]
= = s=.91 o+ D+ (Calc - s - 3 o BwW -~ -~ -~ =l
EENE= s3.72 o O (Cale) - s - s E oc ~ Bw - - =
= = 7547 < = (Caley - s - = o e - - - =1
=1 =1 81.35 B B- (Calc) s - 3 - BW - - - =
= = so.33 - F(Cale) - s - = 1 Bw ~ - - =
B 8] Lecocki. Jillvan Ss.565 F F (Cale)  ~ (Sale) - o o -~ - - =
=] (€] mcraddin, Toney 23.27 o~ A (caled - H - o o P - - - =l N

(==ve)
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To delete Citizenship Items and Citizenship Marks:

. Select Citizenship on the menu bar

. Select the Citizenship Log

. Select the Term attached to the Defined Class you want to delete

. Select the Class attached to the Defined Class you want to delete

. Select Show Inactive on the menu bar to include *inactive students

. Select the Student(s)

. Check the checkbox next to all items you want to delete that are attached to the Defined Class you
want to delete

. Click Save to delete the citizenship items

9. Repeat this for all students assigned the Citizenship Items.

~NoO ok, WN -

0]

Citizenship Log screen

itizenship Log
Applications | Clase | Academic | Citizenship | Reparts | Help #»55| Show Inactive | Change User | Logout
Track: Sani-Grand High - Term: Term 1 - Sort: Date -
Class: 1 HON ENG 10-A v Score: 70 / S
Student: Buhr, Mavrick L - ﬁ g
Delete Date Citizenship Item FET;_t; Comment
) [ 11/16/2008  Caught Being Good - 5
[ 11/16/2008 ﬁ Caught Cheating - -3 On Oct 10 - Maverick was caught cheating on a test.
[ 11/16/20085  Excessive Absences - -1
[l 11/16/2008] Excessive Absences v -1
11/16/2008 ] .
11/16/2008 .
11/16/2008 -
11/16/2008 .
11/16/2008 -
Reset

After making changes to the Posted Citizenship Marks, you will need to post them again.

To delete scores for all Tasks (assignments):

1. Select Academic on the menu bar

2. Select Score Entry

3. Select the Term attached to the Defined Class you want to delete

4. Select the Class attached to the Defined Class you want to delete

5. Select the Grades Tab to see if students have posted marks

6. Have the office or administration unlock your posted marks if they have been posted
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a) . . . - .
If students have posted i+ academic marks, you will need to have the office or administration
unlock the Posted academic marks so that you can delete them. If a padlock shows next to the
academic marks, this signifies the academic marks have been Posted.

applications | class | K= P | Reports | Help 25:58 | Show Inactive | Change User | Logod
Track: Sani-Grand High - Term: Term 1 - Legend
Class: 1 HON ENG 10-A - Subject: Honors English 10-A -
[Gumzes] [Pame | I [ =
v — p—— — p—— Post
Parcant  Cale. Bublish e, Bublish Absent  Tardy i = = rota pn
=] ) Behm. cavlin 100.05 a s s H 2 o =
= = coes & = = = = = =
= = oas & o = - = = =
=B = sEnE & = = & = = =
=3 = 01.26 a- a s " 11 o =
= = . o = = = = =
|3 2] chubb. cvpress °s.51 A - s H o o =
B 8 conoliv. arlae 84.77 B B s H o o =
= = ez o = = & = = =
= = e 4 = = = = o =
= = orw & o = - = = =
= =) s=ee e o = = = = =
[E] #] cuewvarra. coltin 91.a9 A - s H 2z o =

After the office has unlocked the Posted marks, select Show Inactive on the menu bar to show
* inactive students. The Posted Score Entry screen will now be editable.

Score v adeboo H u Sope onday, 24 Augu ood

| Hide Inactive | Change User | Logout

Applications | Class | Academic | Citizenship | Reports | Help

Track: Sani-Grand High - Term: Term 2 - Legend

Class: 3 ENG 11-A - Subject: English 11 - A
| Qulzesl | Participation | | Papers{Pru_]ectsl | Hunﬂu Grades
Academic Citizenship Comments :“r"s;l
. Percent Cale. Publish Calc. Publish Absent Tardy 1 z 3 Note All
[E] [8] Blancke, chanta 43.07 F F(cale) s - 12 o PC - - - = -
E] 8] camp.dalton.rock, 87.82 B+ B+ (Calc « H - a 0 PC - - Bl
> 1 €] - caro, Daliis (Cale)  ~ (Cals ~ 1 0 - - - B
B [8) corona, Junior 46,38 F F(Calg) = ™ - 2 0 DC v BW v - =
2] 8] cortes, curtis 47.41  F F(Cale) = N - 2 0 BW - - - )]
-Ej €] * criddle. Dante 55.80 F F (Calc) - (Cale) = 5 0 - - - =
[E] [8] pevasher. Heatheran 68.91 D+ D+ (Calc « s - 3 0 BW - - ]
B @ pivas. readawn 63.72 D O (Cale) - 5 - 5 3 ODC v BW - =
[ (8] Fairbourn. sabastian 75.47 C  C(Calc) - s -~ 2 0 PC - - - )]
] €] cendorf. Lynnee 81.35 B- B- (Calc) v s - 3 2 BW v - - B
&) (8] kiepzia, Arlene (Lena) 50.33 F F(cale) ~ s - 2 1 BW v - - B
8] €] Leqocki, Jillvan 56.56 F F(Calc) = (Calc) - o [s} - - - i}
[E] [8] mcraddin, Toney 93.27 A A(Calc) ~ H - o o PC - - - =

To delete scores for all Tasks (assignments):

1. Select Academic on the menu bar

2. Select Score Entry

3. Select the Term attached to the Defined Class you want to delete
4. Select the Class attached to the Defined Class you want to delete
5. Select the All tab
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6. Select — Show Inactive on the tool bar located at the top — right. Selecting this will add all students to
your class list that were enrolled during the school year but have exited your class. Inactive students
will have an asterisk next to the * student name. Now *inactive student’s scores can also be deleted.

Score Entry debook

Applications | Class | Academic | Citizenship | Reports | Help | Show Inactive | Change User | Logout
Track: Sani-Grand High - Term: Term 2 A Legend
Class: 1ENG10-B - Subject: English 10 -B v
| Quizes| | Participation | | PapersfPrujects‘ w Grades
Academic Citizenship Commeants ::I:
Percent  Calc Publish Cale. Publish Absent  Tardy 1 2 3 Note All
Bl 8] Blocker, Pearl 67.89 D+ D+ (Calc v 5 - 2 1 BW - - m &

7. Delete all scores by selecting the scores one at a time and saving
8. Click Save for each and all score deletions

Score Entry screen — *inactive students

Score v H: U Sope

Applications | Class | Academic | Citizenship | Reports | Help 9 | Hide Inactive |

Track: Sani-Grand High - Term: Term 1 - Legend
Class: 2 ENG 10 - A - Subject: English 10-4

Quizzes | [ Participation | [ Papers/Projects | m Grades
Online Section 4 Red Subjects/MWocabular To Kill & Master Vocabular Silent To Kill &  Writing Exctra Project Trimester
Test - ConvertiblWorksheel Week #7 MockinabiVvecabular Journals SustainedMockinabi Journals Credit - Ewvaluatior Curve
10/13 10/15 10/21 10/22 10/27 10/30 11/04 11/04 11/10 11/11 11/11 11112 11/12 11/12

Sort Tasks By: Due Date ~

so™ 100 100 100 100 100 100 100™ 1003 1003 100 oM 100 o Parcent

2] 8] Blocker. Pearl =7 100 60 100 60 68 ag 100 100 35 o5 “WIE 86.32 ~

2 [8) ccozbv. verl 98 100 o 100 87 7z 52 50 100 48 o 100 150 84.66

=]

E] 8] pemine. saige o 100 465 100 67 76 80 75 50 36 90 o 100 150 54.89
B B ermmanuel, Ben o5 80 52 100 27 68 7z 100 100 38 o o 100 150 66.83(=
#] 18] Hearn. Dallion EE} 100 84 100 &7 82 o1 100 100 s8 100 0 100 150  99.55
] 181 9z 100 56 100 73 82 68 100 100 48 S0 o 100 150 87.00
-&ﬂ €] = Hiseman, mila
B3 8] 1cinhower, Rebecah a1 20 52 100 33 88 56 100 s0 54 80 100 100 150  82.88
B [8) 1oreqensen, kandvee 54 100 40 100 20 68 31 100 100 52 100 100 100 150 73.34
B 18] kadis, Mekenna o o 54 100 67 78 82 100 50 34 S0 o 100 150 65.27
B 2] melosi. kasidy 93 100 48 100 60 88 58 o 100 76 100 o 100 150 86.98
B> =1 € - monae, 1ozie
B 8] morris, Jeneane 68 a0 68 100 53 54 a0 0 100 46 20 0 0 150 7283 _

After all scores are deleted, you must delete all Tasks (assignments) defined for the category:
To delete all Tasks (assignments):

1. Select Academic on the menu bar

2. Select Define Task

3. Select the Term attached to the Defined Class you want to delete

4. Select the Class attached to the Defined Class you want to delete

5. Check the Delete boxes next to all tasks and save. All tasks for this class must be deleted to be
able to delete the Define Class setup.
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Define Task screen

He=in-Fu Soper Friday, 25 September 2009

Applications | Class | Academic | Citizenship | Reports | Help 29:54| Show Inactive | Change User | Logout |
Track: Sani-Grand High ‘ Term: Term 2 - Sork: Category -
‘Class: 1ENG 10 - B - Subject: Academic -
Ignore
Due Points Don't By
Delete Category Date Title Possible Drop Default Comment

- B = ] e

. o= I 2

- it = ] 2]

- = B & a

- = B B @

After all defined Tasks for the categories are deleted:
To delete the Class:

. Select Class on the menu bar

. Select Define Class in Gradebook

. Select the Term attached to the Defined Class you want to delete

. Select the Class you want to delete

. Check the Delete boxes next to all Category Titles and save.

. Click on Delete Subject

. If Citizenship was used, in the drop-down menu — select and change it back
to <<Citizenship not used>> and save

8. Click Save to confirm the deletion of the Defined Class

~No ok~ wWN PR

. HSin-Fu Soper Monday, 5 AUgust 201
Applications | Class | Academic | Citizenship | Reports | Help 27:55| Show Inactive | Change User | Logol

Track: Sani-Grand High -~ Term: Term 3 -
Class: 4 ENG 10 - B -

Class Definition:
Class Comments:

<=

Copy Course: -« Choose a Class to Copy == - [#lInclude Tasks
Copy Subject Template: - Choose a Subject Template == -

Citizenship for Class: << Citizenship not used == -

Copy:

Error Message: <mmm

If the categories or defined Class won’t delete and gives an error message, it is because there are still
scores left in the Tasks or there are Citizenship Items or Citizenship marks assigned to students. Go back
to — Academic — Score Entry screen — Grades tab and make sure all active and *inactive student
scores, Citizenship Items and Citizenship marks have been deleted. Make sure you have no posted '+
marks for the class. If a padlock shows next to the marks, this signifies the marks have been Posted. If
you have posted academic marks, you will need to have the office or administration unlock your posted
marks. After the marks have been unlocked from posting, you should be able to delete the academic
mark(s) and Citizenship Items. Always post again if the marks were posted. You should be able to
delete the Defined Class.
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T Define Tasks

Academic — Define Tasks (assignments) o

The Define Task screen is the most efficient way to add multiple Tasks (assignments). Tasks can
easily be added to any Category. This is also the place to go to mark the Don’t Drop flag, Ignore by
Default flag for a given task, or to write comments about the task that will provide additional
information and instruction for students and parents beyond the Task Title. Task comments will be
displayed for parents to view on the web.

Applications | Class | Academic | Citizenship | Reports | Help 28:27| Show Inactive | User Profile | Change User | Logout

Track: Sani-Tooele High - Term: Term 4 - Sort: Category =
Class: W/S Elem. Algsbra - Subject: ALGESRA -

Ignore
Due Points Don't

By
Delet: Category Date Title Possible Drop Default Commen t
‘ Homework - af1/2008 [HE CH. 10 HW 1 (580) 10

Homework - 4/1/2008 CH. 10 HW 2 10
4/2/2008
4/4/2008
4/8/2008
4/10/2008
4/16/2008
4/18/2008
4/22/2008
4/24/2008
5/12/2008
5/14/2008
5/16/2008
5/20/2008
5/22/2008
5/27/2008
4/2/2008
4/16/2008
4/22/2008
s/16/2008
s/16/2008

CH. 10 HW 3 (593) 10
CH. 10 HW 4 (522/600) 10
CH. 10 HW 5 (rev. ws) 10

Homewaork

Homewaork

Core Rev. Packet 10
CH. 10B HW 1 (ws7.1/7.2) 10
CH. 10B HW 2 (ws7.3) 10
CH. 10B HW 3 (607) 10
CH. 10B HW 4 (rev.ws) 10
NOTES (core.rew) 10
CH. 8/12 HW 1 (507) 10
CH. 8/12 HW 2 (514) 10
CH. 8/12 HW 3 (718) 10
CH. 9/12 HW 4 (741/748) 10
CH. 9/12 HW 5 (755) 10
QUIZ 1 (ch.10) 10
POD 1-5 s0 7
QUIZ 2 (ch.10b) s
POD 6-10 50 7
QUIZ 3 (ch.s/12) s

BEHEEEEEEHEEREHE BB HER
PEEEEEEEE R REEEEEE

IR R AR AR R A A K AR BAK AR K AR I A S R S

To Define Tasks (assignments):

1. Select Academic on the menu bar
2. Select Define Tasks
3. Select the Term
4. Select the Class
5. Change the Sort order, if desired (by Category, by Due Date, or by Title) using the drop-down
field
6. Select a Category from the drop-down list
a. Enter the Due Date using the calendar tool or by typing the date using mm/dd/yyyy format
b. Type a task Title
c. Type the Points Possible
d. If you want to prevent a particular task from being dropped (if you have previously set up
the Subject Template to drop a number of tasks), check the Don’t Drop checkbox
e. Check the Ignore by Default box to ignore the Task (assignment) when calculating student
marks. The scores for this task will not be included in the calculated marks. This option only
works if there are no scores entered in the task. The scores will be ignored and will be
turned the color green in the grade book for identification. Ignore By Default is only used for
tracking a task (assignment).
f. Click on the Comment icon to add comments for the task (assignment), optional.
Task comments are viewed by students and parents for information on the web.
7. Repeat step 6 for each new task (assignment) you need to define
8. Click Save to store your work
9. After saving, it will add five more blank lines at the bottom for adding more tasks (assignments)
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Define Task Screen

Applications | Class | Academic | Citizenship | Reports | Help 29:47| Show Inactive | User Profile | Change User | Logout
Track: Sani-Tooele High - Term: Term 4 ‘ Sort: Category
[ - Algebra - Subject: ALGEBRA v
Ignore
Due Points Don't By

Delete Category Date Title Possible Drop Default Comment

ﬂ Homework 4/1/2008 [FH CH. 10 HW 1 (580) 10 [ ] 4
| Homework = 4/1/2008 [FH CH. 10 HW 2 10 [ ] 4
= Homework 4/2/2008 [FH CH. 10 HW 3 (593) 10 = E 1+
= Homework 4/4/2008 [FH CH. 10 HW 4 (522/600) 10 1} ] 4
= Homework 4/8/2008 [HH CH. 10 HW 5 (rev. ws) 10 = B -+
= Homework 4/10/2008 [ Core Rev. Packet 10 = E 1+
= Homework 4/16/2008 [HH CH. 10B HW 1 (ws7.1/7.2) 10 (=} El 4
= Homework 4/168/2008 [ CH. 10B HW 2 (ws7.3) 10 (] E 4
= Homework 4/22/2008 [FH CH. 10B HW 3 (607) 10 = E i+
= Homework - 4/24/2008 FH CH. 10B HW 4 (rev.ws) 10 = E i+
= Homework - 5/12/2008 i NOTES (core.rev) 10 = E i+
= Homework 5/14/2008 [Hi CH. 9/12 HW 1 (507) 10 = E i+
= Homework 5/16/2008 [H4 CH. 9/12 HW 2 (514) 10 = E i+
= Homework 5/20/2008 Ei CH. 9/12 HW 3 (719) 10 = = P
[} Homework 5/22/2008 | CH. 9/12 HW 4 (741/748) 10 ] 0 P
[} Homework 5/27/2008 [# CH. 9/12 HW 5 (755) 10 [} [ ]
| Quiz/Pod = 4/2/2008 E qQuiz 1 (ch.10) 10 [ ] P
0 Quiz/Pod = 4/16/2008 [# POD 1-5 50 [ 4
| Quiz/Pod = 4/22/2008 [F Quiz 2 (ch.10b) 5 [ ] 4
0 Quiz/Pod = 5/16/2008 [#| POD 6-10 50 [ 4
| Quiz/Pod = 5/16/2008 E QUIZ 3 (ch.3/12) 5 = E 4

To edit Tasks (assignments):

1. Select Academic on the menu bar

2. Select Define Tasks

3. Select the Term

4. Select the Class

5. Change the sort order, if desired by Category, by Due Date, by Title (optional)

6. You may:

a. Change the Category assignment for one or more tasks using the Category drop-down list

b. Change the Due Date for one or more tasks

c. Edit the Title for one or more tasks

d. Edit the Points Possible for one or more tasks

e. Modity the Don’t Drop flag for one or more tasks

f. Check the Ignore by Default box to ignore the task (assignment) when calculating student
marks. The scores for this task will not be included in the calculated marks. This option only
works if there are no scores entered in the task when selecting Ignore By default. The
scores will be ignored and will be the color in the grade book. This is a task that is only
used for tracking a task.

g. Add or edit comments for one or more tasks. Task comments are viewed by students and
parents for information about the Task (assignment) on the web.

7. Click Save to store the changes
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To delete Tasks (assignments):

Scores must be deleted in the Score Entry screen for all active and *inactive students before you
can delete a Task.

A . . . - .
If students have posted f' academic marks, you will need to have the office or administration
unlock the Posted academic marks so that you can delete them. If a padlock shows next to the
academic marks, this signifies the academic marks have been Posted.

o deboo Trocd
applications | Class | Academic | Citizenship | Reports | Help 29:38 | Show Inactive | Change User | Logor
Track: Sani-Grand High - Term: Term 1 - Pegernd
Class: 1 HONENG 10-A - Subject: Honors English 10-A -
| Qulzesl | Participation | | Papers{Pru_]ectsl 'ﬁ‘ ,m‘
Academic Citizenship Comments (ecE
Final
Percent Calc, Bublish Calc, Bublish Absent  Tardy 1 2. = Mote All
&1 18] pehm, cavii 100.05 A A s H 2 5 a
[&] 8] perensen, cavieena 98.27 A A =] H o 0 =]
Iﬁ La] Buhr, Mavrick 97.07 A A = H o o 5
|21 €] calabro, Brihanna 95.10 A A =3 H o o =
[ 8] candiand, Tabor 91.26  A- A- s H 11 0 a
lﬁ LS] Cho, Bernadette 92.086 A A- = H o o 5
[ 8] chubb. cvpress 96.81 A A s H o T 2
lﬁ La] Conolly, Arlae 84.77 B B =3 H o o 5
lﬁ |S] Dasch, Xavier 96.38 A A = H 5 > 3
[ 8] Edmundson, Mackel 92.53 A A =] H 8 1 =]
[E] €] Fossat, cypress 97.10 A A s H 0 i} &
Iﬁ LS] Galer, Gramoz 90.09 A= A s H o o 3
Iﬁ |£] Suewvarra, Coltin 91.49 A- A- =3 H 22 o 5

After the office has unlocked the Posted academic marks, select Show Inactive on the menu bar to
show * inactive students. The Posted Score Entry screen will now be editable.

Track: Sani-Grand High - Term: Term 2 - Legend
Class: 3 ENG 11 - A - Subject: English 11 - A

| Qulzesl | Participation | | Papers{Pro_]ectsl ’m ,m‘
Academic Citizenship Comments ::‘satl
Percent Calc, Publish cale. Publish Absent  Tardy 1 2 3 Note All
2] 18] Blancke, chan~ 43.07 F  F(Cale) ~ = - 12 o PC - = = ]
[E] 8] camp.dalton,rock, 87.82 B+ B+ (Calc - H - 4 o PC - - - a
-tﬁ 18] = caro. pallis (Cale) - (Cale) = 1 o - - - B
|83 8] corona, Junior 46.38  F  F(Calc) - M - z 0 DC v BW - - ]
= E Cortes, Curtis 47.41 F F{Calc) = ] - 2 o BW - - =
-Lﬂ 18] = criddle. pante 55.90 F  F(cale) = (Cale) = s o - - - ]
[E] (8] pevasher, Heatheran 68.91 D+ D+ (Calc - s - 3 o BW - - - =l
|E] 8] pivas, Readawn 63.72 =] D (Calc) - s - 5 3 DC ~ BW - - =
[E] 8] Fairbourn, Sabastian 75.47 <  C(Cale) ~ s - 2 o PC - - - =l
8] €] gendorf. Lvnnee 81.35 B- B- (Calc) ~ s - 3 2 BW - - - B
&1 8] wiepzia, Arlene (Lena) 50.33 F  F(Cale) ~ s - z 1 BW ~ - - ]
2] 18] | eqock, dillvan 56.56 F  F(Cald) = (Cale) - 0 o - - - )]
1 €] mcraddin, Tonev 93.27 A A(Cal) - H - o o = - - ]
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To delete scores for all Tasks (assignments):

. Select Academic on the menu bar

. Select Score Entry

. Select the Term attached to the Task you want to delete

. Select the Class attached to the Task you want to delete

. Select the All tab

. Select — Show Inactive on the menu bar located at the top — right. Selecting this will add all students
to your class list that were enrolled during the school year but have exited your class. Inactive students
will have an asterisk next to the *student name. Now *inactive student’s scores can also be deleted.

OO, WN B

~Core Entry - dadepook M| U >0pe Y10 ‘l-T d 'il Ul

Applications | Class | Academic | Citizenship | Reports | Help E=)> | Hide Inactive | Change User | Logout
Track: Sani-Grand High M Term: Term 1 v Legend
Class: 2ENG10-A A Subject: English 10-A v

‘ Quizes‘ ‘ Participation ‘ ‘ Papers/Projects ‘m‘ m Grades

Online Section4 Red  Subjects/ocabular ToKill A Master Vocabular Silent ToKill A Writing  Extra  Project Trimester
. Test - ConvertiblWaorkshes! Week 27 MockinabiVacabular Journals SustainedMockinabi Journals Credit- Evaluatior Curve
Sort Tasks By: Due Date v 10/12  10/15 10f21 10/22  10/27 10/30 1104 1104 1110 11/11 1411 1112 112 1112

so0¥ 100¥ 100M 100¥ 100 100¥ 100¥ 100¥ 100 100¥ 1008 0¥ 100M oM Percent
Bl 9 Blocker, pear) ™===»> 97 100 60 100 60 63 49 100 100 36 95 100 100|[En] 86.32 +

&l & coozby, ver % 100 0 100 87 72 %2 50 100 48 0 0 100 150 84.66
&) & pemine, saice 0 100 46 100 6 76 80 75 50 36 90 0 100 150 6489
B 8] Emmanuel. Ben % 80 62 100 27 6 72 100 100 38 0 0 100 150 66.89¢
B 8] Hearn, Dallion 9% 100 84 100 67 82 91 100 100 58 100 0 100 150 9835
B 8l 92 10 56 100 73 82 68 100 100 48 90 0 100 130 87.00
m—> BIEE Hiseman, Mila i
B 8 1cinhower, Rebecah 99 9% 52 100 33 88 66 100 50 64 80 100 100 150 8288
& &) joreqensen, Kandyee 64 100 40 100 20 6 3 100 100 52 100 100 100 130 73.34
B 8 kadis, Mekenna 0 0 54 100 67 78 82 100 50 3¢ 90 0 100 150 69.27
& &) Melosi, Kasidy 93 100 48 100 60 88 58 0 100 76 100 0 100 150 8698
e Monge, Jozie
B &) morris, Jeneane 68 80 68 100 53 64 80 0 100 46 90 0 0 150 7283
{ | i [}
SdVeE

7. Select each and all scores for the Task and delete
8. Click Save to store deleted scores
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Score Entry screen - Delete all Scores attached to each task you want to delete

Monday, 24 August 2009
ange User Logout

u Soper

Applications | Class | Academic | Citizenship Reports

Track: Sani-Grand High - Term: Term 2 - Legend

Class: 3 ENG 11 - A - Subject: English 11 - A -

- |Quizes| | Participation | | PapersfPrcrjeClsl | Hcrmewurkl W | Grades

Academic Citizenship Comments :::
Percent Cale. Publish Cale. Publish Absent  Tardy 1 2 3 Mots All
[E1 8] plancke, chanta 43.07 F  F(Calg) - ERS 12 o PC - - - -
[ 8] camp.dalton,rock, §7.82 B+ B+ (Calc = H - 4 0 PC - - -
B 8 + caro, paliis (Calc) - (Calc) - 1 o - - -
&) (2] corona, Junior 48.38 F F(Calc) ~ w - 2 o DC - BW - -
E] ] cortes, curtis 47.41 F F(Calc) = M - 2 0 BW ~ - -
81 €] = criddle, Dante 55.90 F F(Calc) - (Calc) - 5 0 - - -
[ [8) pevasher. Heatheran 58.91 D+ D+ (Calc - s - 3 o EW - - -
21 €] pivas, readawn §3.72 D o (Calc) - s - 5 3 DC -~ BW - -
8 8] Fairbourn, sabastian 75.47 c C (Calc) - s - 2 o PC - - -
[ @) cendorr Lvnnee 81.35 B- B- (Calc) - s - 3 2 BW - - -
] Klepzig, Arlene (Lena 50.33 F F(Calc) = s - 2 1 BW - - -
[ ¥ Leqocki, Jillvan 56.56 F F(Calc) ~ (Calc) v 0 o - - -
B 8] McFaddin Toney 93.27 A A(Calc) - H - o o PC = - - e

After all scores have been deleted for the Task(s) (assignments) you want to delete:
To delete Tasks (assignments):

1. Select Academic on the menu bar

2. Select Define Tasks

3. Select the Term

4. Select the Class

5. Check the checkbox next to the Tasks you want to delete
6. Click Save to delete the Tasks (assignments)

Define Task screen

Define Task Friday, 17 July 2009
Hel
wraci: Sani-Tecsis Aigh EE o rerm s = P ooty <
- Class: wW/S Elem. Algebra - Subject: ALGEBRA -
Ignore
Due Points Don't By
Category Date Title Possible Drop Default Comment
Homework - a/1/2008 [fE] CH. 10 HW 1 (580) 10 A
Homework - a/1/2008 [ cH. 10 HW 2 10 in
Homework a/z/zo08 EH cH. 10 Hw 3 (533) 10 A
Homeweork - a/af2008 [0 CH. 10 HW 4 (522/600) 10 A
Homework - a/a/2008 ] CH. 10 HW 5 (rev. ws) 10 in
Homework = 4/10/2008 FH] Core Rev. Packet 10 b
Homework - a/16/2008 FEH CH. 108 HW 1 (ws7.1/7.2) 10 i
Homework - 4/18/2008 EH cH. 10B HW 2 (ws7.3) 10 b ]
Homework = a/zz/2008 FH] CH. 10B HW 3 (507) 10 b
Homework -~ a/24/2008 FH CH. 10B HW 4 (rev.ws) 10 i
Homework s/1z/zo008 EH NOTES (core.rev) 10 A
Homeweork - S/1a/2008 B8] CH. 9/12 HW 1 (507) 10 A
Homework - s/ie/2008 EH] cCH. 9/12 HW 2 (514) 10 b |
Homework s/z0/2008 EH CH. 9/12 HW 3 (719) 10 a
Homeweork - S/22/2008 [EH] CH. 9/12 HW 4 (741/748) 10 A
Homework - s/27/2008 ] cH. 9/12 HW 5 (755) 10 b |
Quiz/Pod -~ a/z/z008 [FH QuUIZ 1 (ch-10) 10 a
Quiz/Pod -~ a/16/2008 FH POD 1-5 S0 i
Quiz/Pod - a/zz/z008 [ Quiz 2 (ch.10b) E T
Quiz/Pod -~ s/issz008 (4] POD 6-10 so A
Quiz/Pod -~ s/ie/2008 FEH QUIZ 3 (ch.9/12) s i
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Copy Tasks

Academic — Copy Tasks

1. Select Academic on the menu bar
2. Select Copy Tasks

3. Select the Term

4. Select the Class

5. Check the checkbox of each Task (assignment) that you want to copy to another Class

6. Select the Term Destination if future terms are setup

7. Check the checkbox of the Class Destination you wish to copy Tasks to
8. Click Save to assign the Tasks (assignments) to the selected Class

9. Reset will uncheck all checked Tasks boxes.

In order to copy Tasks from one class to another, classes must have the same parameters. For
example: You cannot copy Math Tasks to an English class. And future terms must be setup

before copying from one term to another.

Applications | Class | Academic | Citizenship | Reports | Help 29:47 | Change User | Logout
SOURCE
Track: Sani-Grand High - Term: Term 1 -
Class: 1 HOM ENG 10-A - Subject: Honors English 10-A -
Cateogry Date Title Points Possible Den't Drep  Igneore By Default
- Quizzes 08/20/2008  Conjunctions 100
=l Quizzes 09/05/2008 Vocabulary #1 - YA Literature 100
= Quizzes 09/11/2008  Open Window/Vocabulary #2 100
=1 Quizzes 09/19/2008 The Fan Club/veocabulary =3 100
- Quizzes 09/25/2008 Dandelion Wine/Marigolds/Vocabulary #4 100
= Quizzes 10/02/2008 Vocabulary Quiz Weeks 1-4 100
=1 Quizzes 10/10/2008 Monkey's Paw/Shirt for Church/vocabulary #5 100
= Quizzes 10/21/2008  Red Convertible/Kittens/Vocabulary £6 100
Ll Quizzes 11/04/2008 Master WVeocabulary Quiz 200
= Participation 08/22/2008 Disclosure Statement 50
= Participation 09/03/2008  Nowel Registration so
=1 Participation 10/13/2008 Online Test Practice so
= Participation 10/22/2008 Subjects/Verbs/Adjectives/Adverbs Worksheet 100
= Farticipation 10/27/2008 Vocabulary Week #7 100
=l Participation 11/04/2008 wocabulary Journals weeks 5-8 100
Participation 11/06/2008 Mockingbird - Thematic Link 50
= Farticipation 11/12/2008  Project Evaluation - DRSLs 100
=l Papers/Projects 09/10/2008 1st Person Essay 100
= Papers/Projects  10/01/2008  Writing Journals 1-10 100
Papers/Projects  10/07/2008 YA Book Report 200
= Papers/Projects 10/30/2008 To Kill A Mockingbird - Part I 100
= Papers/Projects  11/11/2008  To Kill A Mockingbird - Part II 100
T
|| Participation 11/04/2008 “ocabulary Journals Weeks 5-8 100
/= Participation 11/10/2008 Silent Sustained Reading (S5R - 2 days) 100
[l Participation 11/12/2008 Project Evaluation - DRSLs 100
- Papers/Projects  09/10/2008  1st Person Essay 100
[l Papers/Projects 10/01/2008 Writing Journals 1-10 100
= Papers/Projects 10/07/2008 ¥A Book Report 200
[l Papers/Projects 10/30/2008 To Kill A Mockingbird - Part I 100
- Papers/Projects  11/11/2008  To Kill A Mockingbird - Part II 100
|| Papers/Projects 11/11/2008 Writing Journals 1-20 100
/= Papers/Projects 11/12/2008 Extra Credit - 3% Project o
|| Papers/Projects 11/12/2008  Trimester Curve 0
- Homework 08/22/2008 Introduce Yourself 100
|| Homework 08/27/2008 Punctuation - Conjunctions 20
= Homework 09/17/2008 Section 1 - Sentence Structure 100
|| Homework 09/23/2008  Section 2 - Nouns 100
Homework 09/29/2008 Section 3 - Pronouns 100
[l Homework 10/02/2008  Vocabulary Journals Weeks 1-4 100
Homework 10/15/2008 Section 4 - Modifiers 100
DESTINATION
Term: Term 1 -
Class Track Term
- 3ENG 10 - A Sani-Grand High 1
= SENG 11 - A Sani-Grand High 1
 Beset
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HI Student Scores
Academic — Student Scores la.

The student scores screen allows you to focus on all of the Tasks (assignments) information by class
for an individual student.

The Student Scores screen is the perfect screen for student and parent viewing for discussing student
score(s) with the individual student or with her/his parents. It is student specific for confidentiality.

This screen also allows you to edit scores, mark a given Task to Ignore Score Dropped, or

Don’t Drop specifically for the student, and write a comment about a specific Task for the specific
student. The screen will display the student’s mark by class, but the mark will not be recalculated if
you change or add scores until you save your work. Always save the edited Tasks before student or
parent viewing to make sure the mark has been recalculated.

If you are adding scores or editing scores and the mark for the student doesn’t change after
saving the changes, the student could have an overridden mark. Overridden marks will not
recalculate or include newly added score changes on an individual student’s scores unless you
return the overridden mark back to calculated. For instruction to return a student’s score back to
calculated turn to page 55.

Score Entry screen shows an overridden mark <=

Applications | class | Academic | citizens hip | Reports | Help 29:52 | Show Inactive | Change User | Logout
Track: Sani-Grand High - Term: Term 1 - Legend
Class: 3 ENG 10 - A - Subject: English 10-A -
Guizzes | [Participation | [ Papars/Projects | [ Aomewor ] [2i1] [Grade=
Academic Citizenship Comments :f;f
Percent Calec. Publish <al Publish Abse Tardy = 3 MNote Al
B = yo.65 - c = 1 3 ) -
E = 76.4a5 c = a o )
= = 73.01 = c s o o =
= 8 o7.6a A A " 1 o =
= =) 73 7T < c s o 1 = =
E=lF ] 67.22 D+ D+ s 1 2 ]
= = s1.23 - o- = s > =
= = = - <$=mm = . z =
E = 77.15  C+ c+ s 2 o ) m
E = so.s1 B B s o o ]
E (2 7108 o c s 11 s =
= = 71.34 - c s - o =
= = 72.31 o < s s Ft =) i

Student Scores screen for individual student score entry

2518a| Show Inactive | Chande User | Logoot

.............

Ehbbbbbbbbbbb bbb bbb E
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To use the Student Scores screen:

1. Select Academic on the menu bar

2. Select Student Scores

3. Select the Term

4. Select the Class

5. Select the Student in the drop-down field

6. Change the sort order, if desired by Category, by Due Date, or by Title (optional)

7. You may:

a. Edit scores

b. Mark one or more tasks to be ignored for this student (Ignore Score)

c. See which scores, if any, have been dropped by the default setup created in the Subject
Template for dropping lowest score, for this student (Score Dropped)

d. Mark the Don’t Drop flag for one or more tasks for this student

e. Write or edit a comment for this student about any given task

f. Access additional information about a student by:
1. Clicking on the attendance icon to the right of the student’s name
ii. Clicking on the student demographic icon to the right of the student’s name

8. Click Save to recalculate any score changes you have made to the Student Scores screen. If an
individual student’s score doesn’t recalculate after saving the changes, check for an
overridden mark. Overridden marks will not include newly added score changes on an
individual student’s scores unless you return the overridden mark back to calculated. More
instructions about overridden and calculated marks are found on page 55.

Student Scores screen

1 Sope nesday, 28 July 2009

Applications | Class | Academic | Citizenship | Reports | Help 29:53| Show Inactive | Change User | Logoul
Track: Sani-Grand High - Term: Term 1 - Sort: Category -
Class: 1 HOM ENG 10-A - Subject: Honors English 10-A -

<= 97.07% A
Student: Buhr, Mavrick L - EBE"
Points Score

Category Due Date Title Possible  Points Earned Ignore Score Dropped Don't Drop Comment
Quizzes 8/29/2008 Conjunctions 100 100 = ]
Quizzes 9/5/2008 Vocabulary #1 - YA Literature 100 80 = = L+
Quizzes 9/11/2008 Open Window/Vocabulary #2 100 a0 = = ]
Quizzes 9/19/2008 The Fan Club/Vocabulary #3 100 75 =1 =1 L+

: Dandelion
Quizzes 9/25/2008  \yine/Marigolds/Vocabulary #4 o0 83 =] = ]
Quizzes 10/2/2008 Vocabulary Quiz Weeks 1-4 100 o1 =1 =1 L+

: Monkey's Paw/Shirt for
Quizzes 10/10/2008  Cp i o eabulary £5 100 a2 = = =

Red
Quizzes 10/21/2008 )y artible/Kittens/Vocabulary #6 o0 70 ] s )
Quizzes 11/4/2008 Master Vocabulary Quiz 200 164 =1 = L+
Participation 8/22/2008 Disclosure Statement 50 50 = = L+
Participation 9/3/2008 Nowel Registration 50 50 = = L+
Participation 10/13/2008 Online Test Practice 50 96 = = ]
Subjects/Verbs/Adjectives/Adverbs

Participation 10/22/2008 QHMSCE Y 100 100 = = |
Participation 10/27/2008 Vocabulary Week 27 100 87 =1 =1 L+
Participation 11/4/2008 “Vocabulary Journals Weeks 5-8 100 100 =1 = L+
Participation 11/6/2008 Mockingbird - Thematic Link 50 50 = = L+
Participation 11/12/2008 Project Evaluation - DRSLs 100 100 = = L+
Papers/Projects 9/10/2008 ist Person Essay 100 97 =1 = L+
Papers/Projects 10/1/2008 Writing Journals 1-10 100 100 = = L+
Papers/Projects 10/7/2008 YA Book Report 200 200 = = L+
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?‘“ ) Score Entry
Academic — Score Entry <

The score entry screen provides you with an efficient way to enter and edit student scores by class.

After selecting a class in the Score Entry screen, you will see a tab for each of the class categories in
the sort order that you specified on the Class — Define Class in the Gradebook— screen. In addition,
you will see the All and Grades tabs. The All tab displays the Tasks from all of the Categories.

The Grades tab displays the final calculated or overridden marks by percentage and letter mark.

The score entry screen is similar to a spreadsheet. Within the grid you can easily move from cell to
cell to enter and edit scores. You can define a single Task if you are on a category tab (not in the All
or Grades tabs). Another blank column will appear after you click Save to allow you to add another
Task. (If you have several tasks (assignments) to define, it is much faster to go to — Academic —
Define Task in the drop-down menu).

You can access attendance and demographic information from the Score Entry screen by clicking on

the icons to the left of the student name. You can click on a student’s name to move to his/her student
page to enter scores for one student at a time.

Score Entry screen by Class

Applications | Class | Academic | Citizenship | Reports | Help 29:55 | Show Inactive | User Profile | Change User | Logout
Track: Sani-Tooele High - Term: Term 1 - Legend
Class: W/S Elem. Algebra - Subject: ALGEBRA -
[Homework | | Quiz/Pod | | Tests | [all| [ Grades |
Ch.1 =7 CH. 2 CH. 2 CH. 2 CH. 2 CH. 2 Lesson 8- Lesson Lesson \'\{S. Lesson Lesson hi to all i
Pa. 54 1- Hw1 Hw2 HW3 Hwa HWS 10 11-13 14-16 3.1 foo.1Z 17 - 21 22-26 wou folks
Sort Tasks By: Due Date - 09/14 09/18 09/20 09/24 09/26 09/28 10/04 10/10 10/12 10/16 i0/18 10/22 10/30 lD/3D,j _
10 Oxd 1w ol o™ ol o™ 1o oM 1o 1w 1ol o™ 100 %] PE’CE"_
Bl @] adier, Breck 10 & 11 s s o 11 s s 11 s s 100 &
&) 8] alan. Dwaine 11 11 11 11 11 10 11 11 11 11 11 10 100 3.90
&) @) sallard, Treesa 10 10 10 3 10 o 11 11 11 11 o 11 100 80.87
B 8] Bartchelor, Bravvon s o 0 11 s s 11 o s 11 s s 100 s6.92|"
El 8] gingham. cheveisha 11 11 11 11 11 11 11 10 11 11 11 10 100 99.16
2] 8] craner. Bodic 11 11 11 11 11 11 11 11 11 11 11 10 100 93.82
Bl 8] pevilbiss, Kamren 11 5 0 11 11 11 5 11 11 11 11 5 100 93.99
& 8] pver, Trustin 11 11 11 11 11 11 11 11 11 11 11 11 100 94.41
E) @ gisier, 1amaul 11 11 11 11 11 o 11 & 11 0 s s 100 81.43
B 8] Blegante. cuvler 5 o 11 11 s s 11 11 11 11 11 11 100 76.01
E] 2] Escoto, Mvkavla o o 0 5 E 11 E 11 E o 11 0 100 68.36
& 8] rippen, Tavlan 11 11 11 11 11 11 11 11 11 11 11 11 100 101.59
B 2] Fridav. 1erchrisha 10 11 11 11 11 7 11 11 11 11 11 s 100 91.62 _
“ " L3
[ Reset |

To use the Score Entry screen by Class:

1. Select Academic on the menu bar

2. Select Score Entry

3. Select the Term

4. Select the Class

5. Select the Category tab you wish to add student scores to
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6. You may:
a. Add a new Task on this screen without going to the Define Tasks window by:
i. Entering a Task name in the blank Task window
ii. Entering the Due Date using the calendar tool or by typing the date in by using
mm/dd/yyyy format
iii. Entering the points possible
b. Enter scores by:
i. Clicking on the fill arrow at the top of the column to populate all students with the points
possible or
ii. Manually typing the scores as desired
c. Edit scores by:
i. Going to a cell to:
1) Type over the existing score
2) Delete the existing score
d. SAVE —Always save your work to recalculate new or edited scores for accurate student mark
changes before navigating away from the Score Entry window. This is critical.

Applications | Class | Academic | Citizenship | Reports | Help 29:55 | Show Inactive | User Profile | Change User | Logout

Track: Sani-Tooele High - Term: Term 1 - Legend
Class: W/S Elem. Algebra - Subject: ALGEERA

J Homework| | Quiz/Pod | |Tests| ,m | Grades|

Ch.1 =7 CH. 2 CH. 2 CH. 2 CH. 2 CH.2 Lesson 8- Lesson Lesson WS, Lesson Lesson  hite all
Pa. 54 1- Hw1 Hw2 HW3 Hwa HWS 10 11-13 14-16 3.1 /pa.12 17 - 21 22-26 wou folks

Sort Tasks By: Due Date ~ 09/14 039/18 09/20 09/24 09/26 og/z28 10/04 10/10 10/12 10/16 i0/18 i0/22 10/20 10/30, _

w™ 0™ 0™ oM oM oM oM 0™ 0™ oM 0™ 0™ 100 \_IJ"E'EE"*_

I

Bl 8] adler. Breck 10 6 11 5 5 0 11 5 5 11 5 5 100
Bl @ alzn, Dwaine 11 11 11 11 11 10 11 11 11 11 11 10 100 73.50
E] 8] pallard, Treesa 10 10 10 3 10 0 11 11 11 11 0 11 100 80.87
B 8] artchelor, Bravvon 5 0 0 11 5 5 11 0 5 11 s 5 100 66.92|
B 8 gingham, cheveisha 11 11 11 11 11 11 11 10 11 11 11 10 100 99.16
Bl 8] craner, Bodie 11 11 11 11 11 11 11 11 11 11 11 10 100 93.82
B 8 pevilbiss, Kamren 11 5 0 11 11 11 5 11 11 11 11 5 100 93.99
Bl &) pver, Trustin 11 11 11 11 11 11 11 11 11 11 11 11 100 34.41
E] 8] Bisier, Jamaul 11 11 11 11 11 o 11 & 11 o 5 5 100 81.43
Bl 8] Begante, cuvler 5 0 11 11 5 5 11 11 11 11 11 11 100 76.01
Bl 8] escoto, Mvkavia 0 0 0 6 5 11 5 11 5 0 11 0 100 68.36
B 8 Flippen, Tavlan 11 11 11 11 11 11 11 11 11 11 11 11 100 101.59
B 8 Friday, jerchrisha 10 11 11 11 11 7 11 11 11 11 11 B 100 91.62 _
“ n »
Reset |

7. Save your work before navigating away from any screen or your data entry changes will
be lost.

Your data will not be saved if you:
a. Change classes without saving
b. Click on a student’s name to access the student scores screen without saving
c. Use the menu to go to a different screen without saving
d. Select Show Inactive students without saving
e. Select Attendance or Student Demographic icons without saving
f. Refresh your screen without saving
g. Leave your computer idle until your login times-out without saving.
To keep the data secure, login sessions will time-out.
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Legend — Score Entry Screen — in Category Tabs
Scores that display in colors are defined in the Legend

Click on the Legend button to display

a. Legend definitions:
i. Green = Ignored/Dropped
ii. Blue = Not Automatically Dropped
iii. Red = Exceeds Points Possible (extra credit)

b. Access additional information about a student by:
i. Clicking on the attendance icon to the left of a student’s name
ii. Clicking on the student demographic icon to the left of a student’s name

Click on the Legend button again to close the Legend definitions display

U Sope u ay, 40 July 2009

ik op d
29:50 | Show Inactive | Change User | Logout

ore Entry
Applications | Class | Academic | Citizenship | Reports | Help

Track: Sani-Grand High - Term: Term1 - Legend
Class: 1 HOMN ENG 10-A - Subject: Honors English 10-A -

‘ GREEN = Ignore/Dropped ELUE = Mot Automatically Dropped RED = Exceeds Points Possible

JQuiﬂesl | Participation ‘ | Papers{ProJects‘ | Hornework| ’m | Grades|

ConjunctitVocabular  Open  The Fan DandelionVocabular Monkey's  Red Master
=1 - YA Window\iClub/VocaWine/Mari  Ouiz  Paw/ShirtConvertiblocabular
08/23  09/05 09/i1 09/19 09/25 10/02 10/10 10/21  11/04 137167

100 !J 100 !J 100 !J 100 !J 100 !] 100 !J 100 !J 100 !J zoo0 !J \_IJ Percent

Sort Tasks By: Due Date -

&1 €] sehm, caviin 100 87 93 78 83 93 96 92 195 100.05
2] 8] perensen, cavleena 100 93 80 83 80 20 87 84 193 98.27

CA

Legend — Score Entry Screen — Grades Tab
Click on the Legend button to display Pre-Defined - Canned school Report Card Comments

Click on the Legend button again to close the Legend definitions display

—

Applications | class | Academic | citizenship | Reports | Help 26:08 | Show Inactive | Change User | Logou
Track: Sani-Grand High -~ Term: Term 1 -~ Legend
Class: 1 HON ENG 10-A - Subject: Honors English 10-4a -

RED = Owverridden Grade
Report Card Comments

- Capable of Better Work

C©D - Contributes to Class Discussions _

.
o}
H

e e e | <] [Ai1] [Grades

Academic Citizenship Cemments

Parcant Cale. Publizh Cale. Publizh Absent  Tardw 1 = = Mot JENT]

Behm. Cawvlin 100.05 Y s H 2
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Academic > Score Entry -> Grades Tab 6 Gradebook

Column Definitions for the Score Entry Screen:
Academic - Percent: The percentage of points earned to points possible.
Academic - Calc.: Calculated mark, a summary academic mark based on scores entered.

Academic - Publish: Posted /Finalized/Stored calculated mark or teacher overridden
academic mark. Itis the mark that will be Published /Posted/ Finalized/Stored and
printed on all final reports and Published to Course History.

Citizenship - Calc. : A calculated citizenship mark, a summary citizenship mark based on student
citizenship item scores.

Track: |Sani-TooaIe High v| Term: |Term 1 v| Legend

Class: |P/1 Elem. Algebra | Subject: | ALGEERA |
[Homenork]| [ Quiz/pod EERESREIRY| [ Grades|
Academic NN  Citizenshi B> Comments Post
) . co Publish cale. jm Absent  Tardy 1 2 3 Note FLIIEI
Iﬁ B] Aiken, Mary Lyona 94.68 A A- S U 1 0 ‘1 v| |4 v| |2 v| | | O A
Iﬁ La] Ainge, Liberdy 54.93 F u 0 1 ‘ v| | v| | v| | | O
lﬁ La] Amanero, Sheltcev 93.75 A- U 0 0 ‘ v| | v| | v| | | O
& &) August, Beniamin 75.78 C U 1 1 ‘ v| | v| | v| | | O
) 18] solwerk, Dezirae 88.42 B+ U 3 0 ‘ Y| | Y| | v| | | O
& 8 Clingman, Michael L. g5.08 B v 1 0 ‘ v| | v| | v| | | O D
& 8] pekal, Landis 79.68 C+ u 0 0 ‘ v| | v| | v| | | O
Iﬁ La] Eppel, Geovanni 49.23 F u 4 1 ‘ v| | v| | v| | | I:l
lﬁ I.a] Girouard, Isaiah 41.16 F u 1 2 ‘ v| | v| | v| | | O
Iﬁ La] Halavfia, Vicenti 71.09 c- u 4 0 ‘ v| | v| | v| | | O
Iﬁ La] Kearl, Kvlee 80.58 B U 2 0 ‘ v| | v| | v| | | O
& &) Kitamura, Shalvee 58.45 F U 1 2 ‘ v| | v| | v| | | O
E] 8] Massman, neal 87.95 B+ |B+ (Calcw U 0 o | v | vl | vl | | O v

Reset

@)
Citizenship - Publish -+ : A summary citizenship mark or teacher overridden citizenship mark which is
the citizenship mark that will be Published on all final reports and Posted/Published /
Finalized / Stored to Course History.

Absent: Always displayed -- Automatically calculated after saving.

Tardy: Always displayed -- Automatically calculated after saving.
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Comments -1, 2, 3: One-line, pre-defined (canned) comments edited by the office or administration
in Academic Progress can be applied to individual students. Comments are selected in a
drop-down menu as numbers. By clicking the ‘Legend’ button, users may display the
explanation of numbers that correspond to comments.

These comments will be printed as numbers on student reports with a Legend.

== i = FFodnos: = =
Applications | Class | A e | ot = = I Help 26:08 | Show I i | ©hange User | Logout
Track: Sani-Grand High - Term: Term 1 - Legend
Class: 1 HOMN ENG 10-A - Subject: Honors English 10-A -
RED = Owerridden Grade

Report Card Comments

BwW - Capable of Battar Work
CD - Contributes to Class Discussions
CH - Cheating
OC - Disrupts Class
GE - Great Effort
A - Missin g Assignments
"

RN RN NN NN]
z
T

an
- Excessive Absences
- Excessive Tardies

Quizzes | [ Participation | [ Papars/Projects | [ Homeweork | [all | [ Grades

Academic Sitizenship Sammen €= Eaam

Farcen £ Cale, Fublizh Sale, Bublizh Absent  Tardy 1 z ] Mot Al

H 2

Other Student Comments that are not listed in the Grades tab: Student Comments that are given by task
to individual students in the Student Scores or Score Entry window will be printed on Progress Reports
along with the pre-defined numbered comments.

Note: An editable text box allowing for individualized student comments which are included on the
Student Grade book screen as well as printed on the Report Cards. Notes do not print on
Progress reports.

\
If the Note box is not editable, it is because the student mark has been posted. If a padlock fv shows,
this signifies the marks have been Posted. Only unlocking the student mark(s) will allow the Note box
to be editable again.

applications | Class | academic | Citizenship | Reports | Help 29:38 | Show Inactive | Change User | Logoc

Track: Sani-Grand High - Term: Term 1 - Legend

Class: 1 HOMN ENG 10-4 - Subjact: Honors English 10-4 -
| —— —— ) <o G

Academic Citizan=hip Comman = Loen

Parcant  Cale. Publizh cale. Publish Absant  Tardy 1 2 a rota P

3 B) senm. caviin 100,05 A A s " 2 o ey

) 8) perensen, cavieana ®8.27 ~ a s - o o o
%3 8 Buhe. Mavrick s7.07 A A s " o o = 3
(53 8 caapro. Brihanna ®5.10 A ~ s " o o fic ] b

T T si.28 A - s " 11 = =

%3 ) cho. mernadeste sz.08 A ~ s " o = =

3 ) chubb, cvoress ss.81 A ~ s H o o e )

B3 B conciy. arine 84.77 B B s " o o e )

B 18] pasch, xavier 96.38 - -~ = L] s = 0]

E] 18] pamundsen. Macksll TR & e = CJ = 2 =h

[E) 8] poszat, cveress s7.10 A ~ = " o o &

E ) galer. aramosz so.08  a- - = " o o =)
B3 ) guevarra. coiin s1.48  a- A = " 22 o = o

(Reset ]
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Post v Final - ALL: Post Final is used to Publish/Finalize/Store student marks. A checkbox for posting
a student's mark to history will post marks after selecting All or one student at a time and saving.

Academic — Post '+ Final - All

Occasionally the office will instruct you to post your marks so that mid-term or end of term report
cards can be printed and distributed. This can be done as frequently as the school administration
requires. The marks should be posted at the end of every term whether or not the office will be
printing student report cards. Marks not posted will not show on report cards and be lost when the
school year is over and the database has been rolled over for the start of the next school year. These
marks are not retrievable. Students will lose not just the mark for the class but also the credit
awarded for the class and could affect graduation credit.

Applications | Class | Academic | Citizenship | Reports | Help 29:52 | Show Inactive | User Profile | Change User | Logout

Track: Sani-Tocoele High - Term: Term 2 - Legend

Class: W/5 Elem. Algebra - Subject: ALGEBRA -

| Homework | | Quiz/Pod | |Tests | ’m | Gradesl _

Academic Citizenship Comments

o
El
@ ow

Percent Calc. Publish Cale. Publish Absent Tardy 1 z 2 MNote

E] gAdIer Breck 58.78 F F s s [u] 2 J
E] g Alan, Dwaine 41.56 F F =3 s 5 1 =)
E] €] arthurs, Aldex 64.08 D D s s 2 1 a ,
E] €] sallard, Treesa 56.07 F F s s 8 3 2 i
ﬁ g Bartchelor, Bravvon 08.19 F F = s s fu] j
ﬁ g] Bingham, Cheveisha 84.53 B B = s 4 3 =)
ﬁ g] Craner, Bodie 79.76 C+ B- = s 2 3 j
E] 18] pevilbiss, Kamren 7464 C c s s 1 o 2
&1 18] pyer, Trustin 77.83  C+ c+ s s 3 0 2
E] E Eicler, Jamaul 27.18 F F =3 s 5 0 =)
E] g Elegante, Cuyler 43.53 F P =3 s 1 0 =)
E] g E=scoto, Myvkavla 27.45 F F = s 2 0 =]
& 18] Flippen. Tavlan 94.07 A A = s 4 4 2 il
b
Save Reset

To Post Final marks — Publish/Finalize/Store marks:

. Select Academic on the menu bar

. Select Score Entry

. Select the Term

. Select the Class

. Select the Grades tab (this is the only place you can post or view class or individual student posted
marks)

. Check the checkbox next to each student(s) name that is to be posted to Final or click All if you
want all students” marks Posted to Final

7. Click Save

You will need to select each and ALL individual classes for each class for posting student marks

O b wWwN -

(o2}

Once the marks are posted to Final, you will see the status information change on the screen.
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Academic — Review Posted Final '+ Marks

Teachers need to always check each term to make sure all class marks have been Posted.

Posted marks will show a padlock in the Score Entry screen in the Grades tab by each student name.
If a student’s mark hasn’t been posted, their name will not have a padlock by it. You need to select
the student’s name to be posted and save to post all student marks. Each class must be selected one at
a time and checked to make sure all student marks have been posted.

To review posted marks:

1. Select Academic on the menu bar

2. Select Score Entry in the drop-down menu

3. Select the Term

4. Select the Class

5. Select the Grades tab (this is the only place you can post marks or view your posted marks)
6. Repeat this for all classes in the term and make sure all student marks are posted

After you have Posted to Final, the marks appear in the Publish column as they are now stored in
academic history. Marks are black if it is a calculated mark and has not been overridden. Marks will be
red if it is an overridden mark. Drop-down options disappear and a lock icon appears in place of the
Post Final checkbox.

Percent  Calc, Publizh Cale, Publizh Abzent  Tardy ! , 3 Nate Al
04 66 Hn LI/!N 101 4 =)0
49 F A v A v 0 1 v| ¥ | ¥ [

If changes need to be made to marks after Posting Final, if a padlock shows on the mark needing
changed, users need to ask the office or administration to unlock the posted marks. After editing the
marks, the teacher will need to post the mark again, making sure a padlock shows again.
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Academic - Score Entry - Grades Tab -- Overridden Marks

On the Grades tab, users may override any calculated mark by choosing a mark from the drop-down

menu and saving the change. Overridden marks will appear in red. On an individual student, an

overridden mark will not recalculate and include newly added score changes that are added after a

teacher has given a student an overridden mark unless the teacher returns the overridden mark
back to calculated. This is critical to remember!

ﬁ E Ailken, Mary Lyona

ﬁ E Ainge, Liberdy

ﬁ E Arnanero, Sheltcey

Parcent Calc,

94 .65 o
54,958 F
93.75 -

Academic

Publish

A- (CTalc) w

Academic - Score Entry - Grades Tab -- Calculated Marks

Cale,

Citizenship
Publish
I W
H b
U {Calc)

The top option in the drop-down menu picture below displays the calculated mark ... (Calc). G

Percent Zalc.

ad
54
23
75
G5
=1
72
49
41
7i
a0

65 =

.989
A= o -
A= iz
e B+
.0s B
=3=) Z+
23

ds

a9 S
9SS B-

Publish

+ +

+

piniul=del=Telalyl-l=1:

HG

B- (o Calc)

Zalc. Publish

(Calc)
(Calc)
CZ”alc)
(Calc)
(Calc)
(Calc)
P Calc)
CZ”alc)

e e
C||C| || |C| S| [E[ S |E ST |2

iz alch

K010 1€0 10 1€ 1K) L) (120 ) 8

Selecting the calculated mark ... (Calc) resets the overridden mark back to the calculated mark ... (Calc).

Any mark ... (calc) can be selected to set marks back to calculate. The mark then appears in black as if

the overridden mark never occurred.

Percent _Calc.

94 .68 A

54 .95 F

Publish

Cale, Publish
u b
u b
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Student Aides — TA

Academic — Student Aides — (TA -Teaching Assistants)

Student Aides / Teaching Assistants typically are not assigned tasks, but can be. They are usually
given a final mark at the end of each reported grading mid-term or end of term. They are enrolled in
a separate class named Student Aide. You will need to set them up like your other academic courses.

To setup Class for Student Aides:

. Select Class on the menu bar

. Select Define Class in Gradebook

. Select the Term

. Select the Class (Student Aide)

. Select Citizenship (Optional) if it has been previously setup

~No ok, wN ek

. Click Save

. Select the Subject Template you want to copy from the drop-down menu

Applications | Class | Academic | Citizenship | Reports | Help

29:41| Show Inactive | Change User | Logout

Track: Sani-Grand High - Term: Ter

EEE)> class: AD Sudent Aide -

Class Definition:
Class Comments:

B>  Ciizenship for Class: Citizenshio =

Copy:
Copy Course: <= Choose a Class to Copy ==

- Copy Subject Template: aczdemic

(Roset

3

~ Mlinclude Tasks

8. Edit Categories if you want them different than other courses (Optional)

9. Click Save
To enter marks for — Student Aides / Teaching Assistants (TA):

1. Select Academic on the menu bar

2. Score Entry

3. Select the Tasks tabs for entering scores (Optional) or
4. Select the Grades tab to give a final mark

5. Click Save

6. Make sure all Student Aides marks are posted to Final at the end of each term and year

After marks have been posted:

If you need to change a mark for a Student Aide (TA), you need to contact the office or
administration and ask them to unlock your posted mark so that you can change it. If a padlock
+ shows in the Grades tab, this signifies the marks have been posted. After editing the student

mark, be sure to post the marks again and save.
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Comments — Student

You may want to write comments to an individual student and his/her parents providing more
information than the student marks indicate for a given term. Student comments do print on Progress
Reports.

Applications | Class | Academic | Citizenship | Reports | Help 29:53| Show Inactive | Change User | Logout
Track: Sani-Grand High - Term: Term 1 - Sort: Category =
Class: 1 HOMN ENG 10-A - Subject: Honors English 10-A -

Student: Buhr, Mavrick L - BE _ 97.07% A

Points Score
Category Due Date Title Possible Points Earned Ignore Score Dropped Don't Drop Comment

Quizzes 8/29/2008  Cenjunctions 100 100 = = jh
Quizzes 9/5/2008 “ocabulary =1 - YA Literature 100 so0 =l = Ll
Quizzes af11/2008 Open Window/Vvocabulary &2 100 80 = = ]
Quizzes a/19/2008 The Fan Club/vocabulary =3 100 75 =1 = |
Quizzes or2s/a008  DENENCD i vocsbuiary =4 =2 = B 2
Quizzes 10/2/2008 WVocabulary Quiz Weeks 1-4 100 o1 =1 = ]
Quizzes 10/10/2008 gﬁc':sh"/i:;‘;ﬁsl;;;‘ fs" 100 82 = = ]
Quizzes U AT EE‘:vertlb\e/l(lttens/\lncabulary =6 100 70 = =l Ll
Quizzes 11/4/2008 Master Vocabulary Quiz 200 184 = = |
Participation 8/22/2008 Disclosure Statement 50 50 =1 = |
Participation o/3/2008 Nowvel Registration 50 50 = = ]
Participation 10/13/2008 Online Test Practice 50 =1 =1 = |
Participation 10/22/2008 EUUD?JESC;Z’Q:E"bS/Adje':ti"ESfAd"'E"bs 100 100 = = ia
Participation 10/27/2008 Vocabulary Week #7 100 87 =l = ]
Participation 11/4/2008 WVocabulary Journals Weeks 5-8 100 100 =1 = sl
Participation 11/6/2008 Mockingbird - Thematic Link s0 s0 =l = Ll
Participation 11/12/2008 Project Evaluation - DRSLs 100 100 = = ]
Papers/Projects a/10/2008 ist Person Essay 100 a7 =1 = |
Papers/Projects 10/1/2008 Writing Journals 1-10 100 100 = = |
Papers/Projects 10/7/2008 ¥A Book Report 200 200 =1 = |

To add or edit comments for an individual student can be entered on the Student Scores screen or
Score Entry screen:

To add comments for a student on the Student Scores screen:

OO UL, WN K

or

. Select Academic on the menu bar

. Select Student Scores

. Select the Term

. Select the Class

. Select the Student

. Select the Category — Task Title that you want to add a student Comment to

. Select the Comment icon at the right of the student’s score to enter or edit student comments
. Click Save to store your work

To add comments to a student from the Score Entry screen:

O©Coo~NoOorh~WwWwN K-

. Select Academic on the menu bar

. Select Score Entry

. Select the Term

. Select the Class

. Select the Category Tab

. Select the Student by clicking on the student name

. Select the Task Title that you want to add a Comment to

. Select the Comment icon at the right of the student’s score to enter or edit student comments
. Click Save to store your work

57



Comments — Task (Assignment)

Task comments are viewable by students and parents on the web.

Define Task Shasta Liberty Friday, 17 July 2009
Track: Sani-Tooele High v Term: Term 4 v Sort:m
Class: W/5 Elem. Algebra - Subject: ALGEBRA -
Ignore
Due Points Don't By
Delete Category Date Title Possible Drop Default Comment
Homework + 4/1/2008 EH cH. 10 Hw 1 (580) <= 10 A
Homework + 4712008 EH cH.10HW 2 10 A
Homework v  4/2/2008 EH CH. 10 Hw 3 (593) 10 4
Homework 4/412008 EH  CH. 10 Hw 4 (522/600) 10 o
Homework 4/8/2008 EH  CH. 10 HW 5 (rev. ws) 10 P
Homewark ¥ 4/10/2008 | Core Rev. Packet 10 L-a
Homework »  4/16/2008 ZH CH. 108 HW 1 (ws7.1/7.2) 10 a
Homewark + 4/18/2008 EH CH. 108 HW 2 (ws7.3) 10 LQ
Homework 4/22/2008 ZH CH. 108 HW 3 (507) 10 o
Homewark + 4/24/2008 EH  CH, 108 HW 4 (rev.ws) 10 A
Homewark ¥ 5/12/2008 S NOTES (core.rev) 10 |_.|]
Homework »  5/14/2008 EH CH.9/12 HW 1 (507) 10 i
Homework »  5/16/2008 (i CH.9/12 HW 2 (514) 10 P
Homework 5/20/2008 F CH. 9/12 HW 3 (719) 10 A
Homework 5/22/2008 ﬁ CH. /12 HW 4 (741/748) 10 I.'l]
Homework v  5/27/2008 Zi CH.9/12 HW S (755) 10 A
Quzffed v  4/2/2008 | QuIZ1(ch.10) 10 2
Quiz/Pod v  4/16/2008 ] POD 15 = 2
Quiz/Pod 4/22/2008 | QuIz 2 (ch.10b) 5 7]
Quiz/Pod 5/16/2008 | PoD 610 50 P
QuzfPed v 5162008 B Quiz3 (ch.3/12) 5 A

To add or edit comments for a Task (assignment):
Task Comments can be used to give instruction to students about the Task (assignment)

1. Select Academic on the menu bar

2. Select Define Tasks

3. Select the Term

4. Select the Class

5. Select the Task (assignment) Comment icon

6. Enter or edit generic viewable comments for all students/ parents about the specific Task
(assignment)

7. Click Save to store your work
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I Reports

The interface for reports opens in a new browser window. You will have two browser windows open
when generating reports. The grade book window and the reports window.

The list of all available reports is accessed using the reports drop-down list. To shorten the list, select
a Report Category from the Report Category drop-down list.

‘eports Shasta Libe riday, ul
29:48 | User Profile | Change User | Logout

‘ Report Category: Gradebook _ + Report: =< No Report Selected ==
<= No Report Selected ==
Class Birthday List

Class List

Class Missing Scores
Class Roster

Class Summary

Class Task Summary
Class Worksheet

CTE Online Test Extract
Elementary Student Progress
Gradebook Usage

Secondary Student Progress
Student Citizenship Log
Student Missing Scores
Student Profile

Teacher Citizenship Summary
Teacher Subject Summary

To print a report:

1. Select Reports from the menu bar or select the Reports icon

2. Select a Category (optional)

3. Select a Report

4. Select the desired Formatting Options (Parent Signature, Show Tasks, Student Comments, etc.)
and Filtering Options (Withdrawn Students, etc)

5. Select the Report Format: Acrobat (.pdf) is the default format report

6. Click the Generate Report button to display the selected default Acrobat (.pdf) report

5 dne .
28:06 | Change User | Logout

Report Category: Gradebook ~ Report: Elementary Student Progress -
Description:

For a student, shows scores in all subjects and categories (task scores optional) -current term

| show students: [x tnstruct|[1 advise

School: Term: Class:

2009 - Sani-Grand High - Term 3 - 1ENG 10 -B -
Student:

Feus, Mardee -

Formatting Options:
Parent Signature Line Show Tasks Grading Scale Grading Legend Student Address

Student Comments Additional Comments

Filtering Options:
[[] withdrawn Students

- Report Format: Acrobat (.pdf) + Generate Report

59



- Parent Signature Line Show Tasks Grading Scale Grading Legend Student Address

PR

- . =

Options:

You can select the options to view the report in the default Acrobat (pdf) format, or
Excel(.xlIs)format, Text(.csv) format, or Web (.html) format

7. To choose to export a different Report Format in the Report Format drop-down field like Excel
(.xs).
a. Select the Excel (.xIs) file from the drop-down list
b. Click the Generate Report button

File Download | e

Do you want to open or sawe this file?

- E] j Mame: ElementaryStudentProgress.xls
[HL Type: Microsoft Office Excel 97-2003 Worksheet

From: reports.usoe-dcs.org

[ open |

i 1 While files from the Intemet can be useful, some files can potentialhy
\a ham your computer.  you do not trust the source, do not open or
= save this file. What's the risk?

c. Click Open or Save it to your computer
d. You may also:
i. just Print the report
ii. Save the report to your computer
8. When finished generating the report, Close the browser window displaying the report to return to
the reports screen
9. Close the reports browser window to return to the grade book window
10. You can add Additional Comments on the report screen for some reports, before printing. These
are generic comments for all student information. Once you have printed the report, the
Additional Comments are deleted. You need to type in Additional Comments every time you
print a new selected report. Additional Comments are not stored or saved for Report Cards or
Mid-Term Reports.

s
28:06 | Change User | Logout

Report Category: Gradebook ~ Report: Elementary Student Progress -
Description:

For & student, shows scores in all subjects and categories (task scores optional) -current term

Show Students: | I Instruct ||l Advise

School: Term: Class:
2009 - Sani-Grand High -~ Term 3 -~ 1 ENG 10 - B

Student:
Feus, Mardee -

Formatting Options:

Student Commen ts Additional Comment ts |

Filtering Options:
[[] withdrawn Students

Report Format: Acrobat (.pdf) - SGenerate Report

Teacher comments for students are saved and printed in addition to other or pre-defined comments
on the reports for each term.
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Saving Grade Book Task Assignments to your computer—
To save Grade Book Task assignments:

Create a Folder to save your grade book files in on your C: drive or where you are allowed to save
your documents and name the folder by Subject, by Term, or what you will use to identify the
student assignments you want to save. (TermlHonorsEnglishPeriodl)

1. Select Reports on the menu bar

2. Select Gradebook Report Category

3. Select Class Task Summary Report or any other report(s) you want to save
4. Select the Term

5. Select the Class

6. Select the Category/Task

7. Select the Report Format (Excel (.xls), (Acrobat(pdf.), etc.

28:05 | Change User | Logout

‘ Report Category: Gradebook v Report: Class Task Summary -
Description:

For a class, and one selected task, lists scores for all students (includes class average)

Show Students: |1 Instruct

School: Term: Class:

2009 - Sani-Grand High - ) Term 1 - Emm)> 2ENG10-A -
Subject: Category'\Task:

English 10-A - - Quizzes \ Conjunctions -

Formatting Options:
Studert ID

Filtering Options:
Withdrawn Students

- Report Format: Acrabat (.pdf) n Generate Report
Acrobat (.pdf)
Excel {Lxls)
Text (.cov)

8. Select Generate Report

9. Select Save for (.xIs) or File — Save As for (.pdf) and navigate to the folder you have created
and save the file inside the folder.

10. Repeat this for all assignments you want to save.
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Misc. Information — i&

. P\"
Academic Marks — Definition

Academic marks are calculated with or without category weighting. Blanks are not included in the
calculation but zeros are. Ignored scores are not included in the calculation. If score dropping is
turned on for a given category, the system dynamically excludes the score(s) that will hurt the
student’s mark the most. If category weighting is being used and one or more categories are empty, a
reasonably accurate mark will be calculated based upon the categories that are not empty. If there is
not enough information to calculate a mark, no mark will be shown. Extra credit is defined simply as
points above points possible (points possible can be zero). A student may earn more than 100%
overall.

*

Citizenship Marks — Definition H (Honors) - 90, S (Satisfactory) - 70,
N (Needs Improvement) - 50, U (Unsatisfactory) - 0

Citizenship marks are based upon an accumulation of citizenship items to which are assigned
positive or negative values. Each student begins with a preset starting value. When a student has a
citizenship item, the assigned value is added to the starting value to determine the student’s
citizenship mark. If there is no citizenship item, the starting value, previously set up, determines the
mark without you having to do anything. Citizenship marks can be overridden on the Grades tab.

Mouse-over — el

Throughout the grade book you may get additional information about an icon or data item by
pointing or moving the mouse-over it. This feature is especially useful for identifying the function of
an icon or for revealing the full contents of an abbreviated data field.

Show Inactive / Hide Inactive — option on the menu bar in grade book

The grade book assumes that you don’t want to see students in your list who are not currently enrolled in
the class. If you wish to include *inactive students in your list, click on Show Inactive on the menu bar.
Be sure to save before changing to this screen or you will lose any work you have entered since you last
saved. Once the screen refreshes, the button will change to Hide Inactive. Simply click on the Hide
Inactive button once again to hide the *inactive students who have exited your class.

For more help and training with the grade book you can go to the state USOE website:

e http://www.schools.utah.gov/sis2000/main.htm
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